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Using  Your 

Handbook         This  handbook  has  been  prepared  for  your 

use.  We  hope  that  it  contains  the  informa- 
tion about  your  employment  which  you  need. 

Ahhough  you  are  urged  to  read  the  handbook  from  cover  to  cover, 
you  cannot  expect  to  remember  all  the  information  that  is  contained 
in  it.  For  this  reason  it  is  important  that  you  keep  the  handbook  to 
serve  as  a  ready  reference  and  keep  it  current  as  revisions  and  additions 
are  published.  By  doing  this  you  will  be  able  to  find  many  of  the 
answers  to  questions  concerning  your  employment.  The  table  of  con- 
tents will  help  you  to  find  the  information  that  you  want  quickly. 

If  at  any  time  you  have  any  questions  concerning  information  in  the 
handbook  or  other  questions  concerning  your  employment,  please  feel 
free  to  consult  your  supervisor  or  your  personnel  office.  They  want 
you  to  be  well  informed. 


Following  are  the  directions  for  making  page  changes  in  your  handbook: 

1.  You  will  note  that  the  pages  are  numbered  by  chapter  and  are 
dated.  This  will  enable  you  to  identify  the  location  of  pages  and  to 
distinguish  new  from  obsolete  pages. 

2.  New  pages  will  be  issued  from  time  to  time,  either  as  additions  or 
replacements  for  pages  that  have  become  obsolete. 

3.  To  insert  a  new  page  in  the  handbook : 

a.  Open  the  handbook  to  the  proper  place. 

b.  Tear  out  the  obsolete  page,  if  any,  i.  e.,  any  old  page  with  chapter 
and  page  number  identical  to  the  new  page. 

c.  Place  the  page  to  be  inserted  into  position  so  that  each  punched 
hole  is  directly  over  the  appropriate  plastic  ring. 

d.  Press  each  T  of  the  new  page  down  with  a  paper  clip  or  other 
usable  object  so  that  it  slides  under  the  plastic  rings. 
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in  the 

United  States 
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A  HANDBOOK  FOR  EMPLOYEES 


A  MESSAGE  FROM  THE  SECRETARY 


The  Department  of  Commerce  exists  to  foster  our  nation's  prosperity 
and  technological  development  in  a  free  and  competitive  economic  system. 
All  of  us  can  take  pride  in  this  mission  and  in  our  own  role  in  achieving  it. 

The  Department's  activities  are  as  diversified  as  the  American  economy. 
We  are  attuned  to  the  people  of  foreign  lands  as  customers  for  our 
products  and  as  visitors  to  our  country.  We  are  increasingly  concerned 
with  the  atmosphere  and  the  oceans,  as  avenues  of  trade  and  as  resources 
shared  by  the  whole  planet.  We  are  interested  in  every  American  enter- 
prise and  invention  and  in  every  working  citizen,  as  the  cells  and  sinews 
of  a  vigorous  business  system. 

By  working  well  in  our  particular  jobs,  we  each  contribute  to  a  pros- 
pering economy  and  a  better  America.  I  am  proud  to  have  a  part  in  this 
important  work,  and  I  welcome  your  full  cooperation  in  the  tasks  ahead. 


FREDERICK  B.  DENT 
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CHAPTER  I 


it-— 11  )^sf.  Your 

Organization 

In  1903,  during  the  administration  of  President  Theodore  Roosevelt,  the 
Department  of  Commerce  and  Labor  was  established  by  act  of  Congress 
with  a  mission  "to  foster,  promote  and  develop  the  foreign  and  domestic 
commerce,  the  mining,  manufacturing,  shipping,  and  fishery  industries,  and 
the  transportation  facilities  of  the  United  States."  On  March  4,  1913,  all 
labor  activities  were  transferred  to  the  newly  established  Department  of 
Labor,  and  the  name  of  the  Department  was  changed  to  the  Department 
of  Commerce.  Over  the  years  the  Congress  and  the  President  have  changed 
and  added  to  these  responsibilities,  so  that  the  mission  of  the  modern  De- 
partment of  Commerce  is  "to  foster,  serve,  and  promote  the  nation's  eco- 
nomic development  and  technological  advancement." 

The  Department  fulfills  this  mission  through  the  following  principal 
activities : 

•  Stimulating  prosperity  and  the  growth  of  American  business  by  provid- 
ing timely  information  about  business  opportunities  and  economic 
trends  at  home  and  abroad;  by  overseeing  the  outflow  of  American 
funds  and  products;  and  by  attracting  foreign  tourists  to  the  United 
States  through  publicity  overseas. 

•  Gathering  and  publishing  a  wide  variety  of  data  about  the  people  and 
the  economy  of  the  Nation,  including  the  decennial  census  required  by 
the  Constitution. 

•  Developing  a  modern  competitive  merchant  marine,  with  reserve  fleets 
and  reserve  shipyards  in  case  of  national  emergency. 

•  Helping  areas  with  lagging  economies  to  solve  severe  unemployment 
problems  through  grants  and  loans  for  public  works  and  private  enter- 
prises, and  through  technical  assistance. 

•  Developing  viable  minority  business  enterprises  through  coordination 
of  all  Federal  efforts,  operation  of  an  information  center,  and  joint 
action  with  groups  from  state  and  local  government  and  from  business 
and  trade  associations. 

•  Providing  a  rational  framework  for  technological  advancement  by  ad- 
ministering the  patent  and  trademark  system;  by  setting  standards  for 
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the  Nation's  measuring  systems;  and  by  research  into  the  properties  of 
matter,  the  performance  of  materials  and  products,  and  the  myriad 
uses  of  telecommunications. 
•  Exploring  the  oceans  and  atmosphere  so  as  to  predict  behavior  of  the 
weather,  tides,  and  currents;  maintaining  a  worldwide  environmental 
data  system ;  and  developing  new  ways  of  using  and  conserving  the  fish 
and  mineral  resources  of  the  sea. 
The  Secretary  of  Commerce — Is  responsible  for  all  functions  assigned  to 
the  Department,  and  also  for  advising  the  President  on  Federal  policy  and 
programs  affecting  industry,  commerce,  and  general  development  of  the 
economy.  In  fulfilling  these  responsibilities  he  employs  a  personal  staff  of 
special  assistants  for  important  matters  such  as  congressional  relations, 
public  affairs,  and  policy  development. 

There  are  also  certain  secretarial  officers  authorized  by  statute  who  assist 
the  Secretary  in  the  management  of  the  Department.  The  Under  Secretary 
serves  as  a  full  deputy  to  the  Secretary  in  the  supervision  of  the  units  of 
the  Department;  he  also  undertakes  such  special  responsibilities  as  the  Sec- 
retary may  assign  from  time  to  time.  The  Assistant  Secretary  for  Adminis- 
tration advises  the  Secretary  on  all  matters  of  administrative  management 
and  supervises  the  staff  offices  such  as  administrative  services,  audits,  budget 
and  program  analysis,  emergency  readiness,  investigations  and  security, 
financial  management  and  computer  services,  management  and  organiza- 
tion, personnel,  publications,  financial  systems,  etc.;  he  serves  too  as  Direc- 
tor of  Equal  Employment  Opportunity  for  the  Department.  Department- 
wide  legal  services  and  the  development  of  a  legislative  program  are  the 
responsibility  of  the  General  Counsel,  who  is  the  chief  law  officer  of  the 
Department. 

The  Assistant  Secretary  for  Domestic  and  International  Business — Car- 
ries out  the  Department's  responsibilities  concerning  industry,  trade,  invest- 
ment, and  related  economic  activities.  The  chief  economist  of  the  Depart- 
ment is  the  Assistant  Secretary  for  Economic  Affairs,  who  supervises  the 
various  statistical,  demographic,  and  economic  analysis  programs.  The 
economic  development  of  specific  areas  and  communities  in  the  United 
States  is  the  responsibility  of  the  Assistant  Secretary  for  Economic  Develop- 
ment. 

The  Assistant  Secretary  for  Maritime  Affairs — Is  concerned  with  the 
shipping  industry  and  the  maintenance  of  a  modern,  competitive  merchant 
marine.  Strengthening  the  international  economic  position  of  our  country 
is  also  the  concern  of  the  Assistant  Secretary  for  Tourism,  who  concentrates 
on  promoting  travel  to  the  United  States  by  people  of  other  lands. 

The  Assistant  Secretary  for  Science  and  Technology — Serves  as  principal 
advisor  to  the  Secretary  on  matters  that  involve  the  physical  and  natural 
sciences.  He  coordinates  appropriate  research  and  development  activities 
within  the  Department,  and  has  a  particular  concern  with  the  environ- 
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mental  impact  which  the  Department  can  have  through  its  own  activities 
and  through  its  influence  in  the  private  sector. 

A  special  role  is  assigned  in  the  Department  of  Commerce  to  the  Admin- 
istrator of  the  National  Oceanic  and  Atmospheric  Administration,  who  has 
broad  responsibilities  for  monitoring  the  present  state  of  the  atmosphere, 
the  weather,  and  the  resources  of  the  ocean,  and  for  research  and  develop- 
ment directed  toward  improving  man's  understanding  and  uses  of  the  air 
and  sea  environment. 

The  Secretarial  Officers  supervise  either  generally  or  directly  the  various 
bureaus,  offices,  and  administrations,  that  are  known  as  the  primary  operat- 
ing units  and  constituent  operating  units  of  the  Department  of  Commerce. 
The  organization  chart  on  page  1-4  depicts  the  primary  operating  units 
and  major  organizational  relationships. 
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National 


Bureau  of 
Standards 

The  National  Bureau  of  Standards  ^ 
was  established  by  an  act  of  Congress  March  3,  1901.  The  Bureau's  overall 
goal  is  to  strengthen  and  advance  the  Nation's  science  and  technology  and 
facilitate  their  effective  application  for  public  benefit.  To  this  end  the 
Bureau  conducts  research  and  provides:  (1)  a  basis  for  the  Nation's  physi- 
cal measurement  system,  (2)  scientific  and  technological  services  for  indus- 
try and  government,  (3)  a  technical  basis  for  equity  in  trade,  and  (4) 
technical  services  to  promote  public  safety.  The  Bureau  comprises  the 
Institute  for  Basic  Standards,  the  Institute  for  Materials  Research,  the 
Institute  for  Applied  Technology,  the  Center  for  Computer  Sciences  and 
Technology,  and  the  Office  for  Information  Programs. 

THE  INSTITUTE  FOR  BASIC  STANDARDS  provides  the  central 
basis  within  the  United  States  of  a  complete  and  consistent  system  of  physical 
measurement;  coordinates  that  system  with  measurement  systems  of  other 
nations;  and  furnishes  essential  services  leading  to  accurate  and  uniform 
physical  measurements  throughout  the  Nation's  scientific  community,  indus- 
try, and  commerce.  The  Institute  comprises  a  Center  for  Radiation  Re- 
search, an  Office  of  Measurement  Services  and  the  following  divisions: 
Applied  Mathematics — Electricity — Heat — Mechanics — Optical 
Physics — Linac  Radiation^ — Nuclear  Radiation  ^ — Applied  Ra- 
diation ^ — Quantum  Electronics  ^ — Electromagnetics  ^ — Time  and 
Frequency  ^ — Laboratory  Astrophysics  ^ — Cryogenics  ^. 

THE  INSTITUTE  FOR  MATERIALS  RESEARCH  conducts  mate- 
rials research  leading  to  improved  methods  of  measurement,  standards,  and 
data  on  the  properties  of  well-characterized  materials  needed  by  industry, 
commerce,  educational  institutions,  and  Government ;  provides  advisory  and 
research  services  to  other  Government  agencies ;  and  develops,  produces,  and 
distributes  standard  reference  materials.  The  Institute  comprises  Office  of 
Standard  Reference  Materials  and  the  following  divisions : 

Analytical  Chemistry — Polymers — Metallurgy — Inorganic  Mate- 
rials— Reactor  Radiation — Physical  Chemistry. 

THE  INSTITUTE  FOR  APPLIED  TECHNOLOGY  provides  techni- 
cal services  to  promote  the  use  of  available  technology  and  to  facilitate 
technological  innovation  in  industry  and  Government;  cooperates  with 
public  and  private  organizations  leading  to  the  development  of  technological 
standards  (including  mandatory  safety  standards) ,  codes  and  methods  of 

*  Headquarters  and  Laboratories  at  Gaithersburg,  Maryland,  unless  otherwise 

noted;  mailing  address  Washington,  D.C.  20234. 
^  Part  of  the  Center  for  Radiation  Research 
^  Located  at  Boulder,  Colorado  80302 
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test;  and  provides  technical  advice  and  services  to  Government  agencies 
upon  request.  The  Institute  also  monitors  NBS  engineering  standards  ac- 
tivities and  provides  liaison  between  NBS  and  national  and  international 
engineering  standards  bodies.  The  Institute  comprises  the  following  tech- 
nical divisions  and  offices : 

Engineering  Standards  Services — Weights  and  Measures — Flam- 
mable Fabrics — Invention  and  Innovation — Vehicle  Systems  Re- 
search— Product  Evaluation  Technology — Building  Research — 
Electronic  Technology — Technical  Analysis — Measurement  Engi- 
neering. 

THE  CENTER  FOR  COMPUTER  SCIENCES  AND  TECHNOL- 
OGY conducts  research  and  provides  technical  services  designed  to  aid 
Government  agencies  in  improving  cost  effectiveness  in  the  conduct  of  their 
programs  through  the  selection,  acquisition,  and  effective  utilization  of 
automatic  data  processing  equipment;  and  serves  as  the  principal  focus 
within  the  executive  branch  for  the  development  of  Federal  standards  for 
automatic  data  processing  equipment,  techniques,  and  computer  languages. 
The  Center  comprises  the  following  offices  and  divisions : 

Information  Processing  Standards  —  Computer  Information  — 
Computer  Services — Systems  Development — Information  Process- 
ing Technology. 

THE  OFFICE  FOR  INFORMATION  PROGRAMS  promotes  opti- 
mum dissemination  and  accessibility  of  scientific  information  generated 
within  NBS  and  other  agencies  of  the  Federal  Government;  promotes  the 
development  of  the  National  Standard  Reference  Data  System  and  a  system 
of  information  analysis  centers  dealing  with  the  broader  aspects  of  the 
National  Measurement  System ;  provides  appropriate  services  to  ensure  that 
the  NBS  staff  has  optimum  accessibility  to  the  scientific  information  of  the 
world,  and  directs  the  public  information  activities  of  the  Bureau.  The 
Office  comprises  the  following  organizational  units : 

Office  of  Standard  Reference  Data — Office  of  Technical  Infor- 
mation and  Publications — Library — Office  of  International  Rela- 
tions. 
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CHAPTER  II 


Your 

Appointment 

i 

APPOINTMENT  POLICY 

Most  jobs  in  the  Department  of  Com- 
merce are  filled  under  the  competitive 
civil  service  system,  which  is  based  on  the  principle  of  merit  in  appoint- 
ment, placement,  and  retention  in  the  service.  It  is  the  policy  of  the  Depart- 
ment to  adhere  strictly  to  the  merit  principle  in  selecting  persons  to  fill 
competitive  civil  service  positions. 

The  merit  principle  of  selection  means  essentially  that  candidates  for 
positions  compete  and  that  the  best  qualified  person  is  selected.  There  is 
no  discrimination  either  for  or  against  individuals  because  of  race,  creed, 
color,  national  origin,  sex,  age,  or  other  irrelevant  factors.  It  also  means 
that  as  many  well  qualified  persons  as  possible  are  encouraged  to  apply  so 
that  the  chances  of  obtaining  outstanding  people  for  positions  are  increased. 
Normally,  at  the  time  of  entry  into  the  service,  this  purpose  is  accomplished 
by  means  of  an  open  competitive  examination  for  the  position  with  first 
consideration  being  given  to  those  who  obtain  the  highest  grades.  When 
positions  are  filled  by  promotion,  the  merit  principle  again  is  applied  through 
a  systematic  search  and  evaluation  process  that  identifies  the  best  qualified 
person. 

Certain  positions  in  the  Department  are  excepted  from  the  competitive 
civil  service  system  by  law,  by  Executive  order  of  the  President,  or  by 
direction  of  the  Civil  Service  Commission.  Attorneys,  consultants,  census 
enumerators,  vessel  employees  and  certain  student  trainees  are  examples  of 
persons  appointed  in  the  excepted  service  because  it  is  not  practicable  to 
appoint  them  through  competitive  examination.  Also  in  the  excepted  service 
are  positions  filled  by  Presidential  appointment,  and  non-career  executives 
and  others  in  positions  of  a  confidential  or  policy-determining  nature  where 
an  individual's  point  of  view  on  a  question  of  public  policy  is  fully  as 
important  as  his  technical  qualifications  in  determining  whether  the  job  is 
done  in  accordance  with  the  President's  wishes.  Though  not  filled  through 
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open  competitive  examination,  excepted  positions  in  the  Department  are 
filled  on  a  merit  basis  by  selection  of  the  best  qualified  candidates  available. 


APPOINTMENTS  IN  THE  COMPETITIVE  CIVIL  SERVICE 
Career  and  Career-Conditional  Appointments 

Career-conditional  appointments  are  given  to  persons  who  pass  competitive 
civil  service  examinations  and  are  selected  for  continuing  positions  in  regu- 
lar order  from  lists  of  eligibles  established  as  a  result  of  the  examination. 
At  the  end  of  3  years'  satisfactory  service,  career-conditional  employees 
automatically  receive  career  (permanent)  appointments. 

1.  Rights  and  benefits  of  career  employees.  Career  employees  may  be 
promoted,  reassigned  to  another  job  in  the  Department,  transferred  to 
another  agency,  or  be  reinstated  without  time  limitation  after  leaving  the 
Federal  service  without  having  to  take  another  competitive  civil  service 
examination.  This  eligibility  is  permanant  and  is  called  "competitive  civil 
service  status,"  or  more  popularly,  "competitive  status,"  "civil  service  sta- 
tus," "permanent  status,"  or  just  plain  "status." 

Career  employees  can  be  discharged  for  cause  only  after  being  presented 
with  charges  in  writing  and  given  an  opportunity  to  reply  and  to  have 
their  reply  considered  carefully. 

In  the  event  of  a  reduction  in  force,  a  career  employee  has  retention  and 
reassignment  rights  superior  to  those  of  other  civil  service  employees. 

2.  Rights  and  benefits  of  career-conditional  employees.  Career-conditional 
employees  enjoy  many  of  the  rights  and  privileges  of  career  employees,  but 
some  of  them  are  limited. 

After  3  months  of  service,  career-conditional  employees  may  be  reas- 
signed, transferred,  or  promoted  (if  they  meet  time-in-grade  and  qualifica- 
tion requirements),  without  having  to  take  another  competitive  civil  service 
examination.  This  eligibility  is  known  as  "competitive  civil  service  status," 
as  indicated  above.  After  1  year  of  satisfactory  service,  they  have  the  same 
protection  against  discharge  as  career  employees.  For  reduction-in-force 
purposes,  they  rank  just  below  career  employees  but  above  other  civil  ser- 
vice employees  with  respect  to  retention  and  reassignment  rights. 

Career-conditional  employees  who  leave  the  service  and  who  are  non- 
veterans  may  be  reinstated  by  exercise  of  their  competitive  civil  service 
status  without  open  competition  only  within  3  years  after  leaving  the  ser- 
vice. However,  career-conditional  employees  with  veterans  preference  have 
this  reinstatement  eligibility  permanently. 
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Temporary  Limited  Appointments 

A  temporary  limited  appointment  is  made  for  a  specific  period  of  time, 
ordinarily  the  time  necessary  to  get  one  particular  job  done.  This  period 
normally  will  not  exceed  one  year.  However,  there  is  no  guarantee  that 
the  job  will  last  the  indicated  period  of  time.  Temporary  employees  can  be 
terminated  at  any  time  merely  upon  written  notice. 

APPOINTMENTS  IN  THE  EXCEPTED  SERVICE 

Employees  may  be  appointed  to  positions  excepted  from  competitive  civil 
service  on  a  "permanent"  basis,  an  "indefinite"  basis,  or  a  "temporary" 
basis  limited  to  no  later  than  a  specified  termination  date. 

Excepted  employees  who  are  entitled  to  veterans  preference  and  who 
have  served  continuously  in  their  positions  for  1  year,  and  employees  who 
are  in  Schedule  B  positions  and  have  competitive  civil  service  status  can 
be  discharged  for  cause  only  after  being  presented  with  charges  in  writing 
and  given  an  opportunity  to  reply  and  to  have  their  reply  considered  care- 
fully. Other  excepted  employees  can  be  removed  from  their  positions  merely 
upon  written  notice. 

PROBATIONARY  OR  TRIAL  PERIOD 

Career-conditional  employees  are  required  to  serve  a  probationary  period 
of  1  year.  Employees  holding  an  excepted  appointment  without  time  limita- 
tion must  complete  a  trial  period  of  1  year  in  the  Department.  The  proba- 
tionary or  trial  period  is  considered  to  be  an  on-the-job  test  of  your  suita- 
bility and  competence  for  your  job  and  for  continued  employment  in  the 
Federal  civil  service. 

At  any  time  during  the  probationary  or  trial  period  you  may  be  dis- 
charged merely  upon  written  notice  if  it  appears  that  your  retention  would 
not  be  in  the  best  interests  of  the  Department.  At  the  end  of  10  months 
your  supervisor  must  specifically  recommend  your  retention  or  separation, 
upon  the  basis  of  your  conduct  and  work  up  to  that  time. 

APPOINTMENT  INVESTIGATIONS 

All  initial  appointments  are  made  "subject  to  investigation"  as  to  character, 
employment  history,  and  security  requirements.  Additional  investigation  is 
required  in  connection  with  jobs  that  are  designated  as  "sensitive"  from 
the  standpoint  of  the  national  security.  Your  appointment  is  conditional 
on  favorable  findings  from  investigations.  Unfavorable  findings  as  a  result 
of  such  investigations  will  result  in  termination  of  the  appointment. 
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BENEFITS 


Employees  with  career,  career-conditional,  or  nontemporary  excepted  ap- 
pointments ordinarily  are  automatically  covered  by  the  Civil  Service  Re- 
tirement system.  Such  employees  2lre  also  eligible  for  life  insurance  and 
health  insurance  coverage.  These  and  other  benefits  are  described  in  other 
chapters  of  this  handbook. 
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CHAPTER  III 


Your 
Pay 

m 

PAY  DAYS 

Most  employees  of  the  Department 
are  paid  every  2  weeks,  usually  every  other  Wednesday.  There  is  a  time 
lag  of  10  days  between  the  end  of  a  pay  period  and  the  payday  for  that 
period.  This  lag  represents  the  time  it  takes  to  assemble  attendance  and 
leave  data,  to  make  up  the  payroll  and  to  get  your  check  from  the  U.S. 
Department  of  the  Treasury,  after  the  pay  period  ends. 

PAY  AND  DEDUCTIONS 

You  may  receive  your  pay  at  work  or  you  may  have  the  full  amount  (or 
a  portion  of  it)  regularly  deposited  in  your  account  in  a  bank,  or  similar 
financial  organization.  On  each  payday  you  also  receive  a  statement  of 
earnings  that  shows  the  amount  of  your  gross  pay,  the  amount  of  each 
deduction,  and  the  amount  of  net  pay  ( "take-home  pay" ) .  Deductions  will 
be  made  as  follows  : 

•  For  Federal  income  tax,  based  on  the  number  of  withholding  exemp- 
tions you  claim. 

•  For  State  (or  District  of  Columbia)  income  tax,  usually  based  on  your 
claimed  exemptions. 

•  For  the  Civil  Service  Retirement  System  at  the  rate  of  7  percent  of 
your  base  pay ;  or  for  the  Social  Security  System,  if  you  are  not  covered 
by  the  Retirement  Act,  at  the  rate  of  5.8  percent  starting  in  1973, 
6  percent  starting  in  1978,  and  gradual  increases  thereafter.  (See 
Chapter  X  for  more  information. ) 

•  For  group  life  insurance,  unless  you  have  waived  coverage,  at  a  rate 
of  27 per  thousand  dollars  of  "regular"  insurance;  additional  "op- 
tional" insurance  is  also  available,  at  a  cost  that  varies  with  your  age. 
(Chapter  IX  explains  more  about  group  life  insurance.) 
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•  For  health  benefits  contributions,  if  you  have  enrolled  in  one  of  the 
plans  available  to  you.  (Chapter  IX  tells  more  about  the  health  bene- 
fits program. ) 

•  For  entirely  voluntary  allotments  that  you  may  authorize,  such  as: 
for  purchase  of  U.S.  Savings  Bonds  (a  method  of  saving  used  by  a 
large  majority  of  Commerce  employees),  for  charitable  contributions 
through  the  Combined  Federal  Campaign,  for  membership  dues  if 
you  are  in  an  exclusively  recognized  unit  of  a  labor  organization,  or 
for  an  allotment  to  your  savings  account  in  a  financial  institution. 

PAY  SYSTEMS 

There  are  two  pay  systems  which  govern  the  rates  of  pay  for  most  regu- 
lar employees  in  the  Department  of  Commerce.  Most  positions  of  an  ad- 
ministrative, scientific,  technical  or  clerical  nature  are  subject  to  a  statutory 
classification  system  and  are  paid  imder  the  General  Schedule.  These  are 
often  referred  to  as  "classified  positions"  or  General  Schedule  ("GS")  posi- 
tions. The  rates  of  pay  for  GS  positions  are  the  same  throughout  the 
country  and  are  subject  to  periodic  adjustment  by  the  President  in  order 
to  maintain  pay  alinement  between  the  Government  and  the  private  sector 
of  the  economy.  (A  table  showing  the  current  General  Schedule  appears 
at  the  end  of  this  chapter.)  Positions  in  the  trades  and  crafts  and  in  other 
"blue-collar"  occupations  are  generally  paid  under  Prevailing  Rate  Systems, 
sometimes  referred  to  as  "wage  board"  or  "wage  rate"  systems.  Rates  of  pay 
for  such  jobs  are  diflPerent  in  different  localities  and  are  determined  by 
periodic  surveys  of  the  rates  being  paid  by  typical  employers  in  each  locality. 
Most  prevailing  rate  positions  are  designated  WG  (nonsupervisory  jobs), 
WL  (leader  jobs),  or  WS  (supervisory  jobs).  However,  there  are  special 
pay  schedules,  such  as  for  those  in  the  printing  trades  (WP) ,  and  those  who 
work  on  vessels  and  in  the  traditional  marine  trades  and  crafts  are  paid  in 
a  much  diflPerent  manner  in  accordance  with  the  rates  and  practices  of  the 
maritime  industry. 

There  are  some  positions  not  included  in  either  the  General  Schedule 
or  the  Prevailing  Rate  Systems.  The  salaries  of  the  Secretary,  the  Assistant 
Secretaries,  and  most  operating  unit  heads  are  specifically  fixed  by  law 
under  the  Executive  Pay  Schedule.  Commissioned  Oflficers  of  the  National 
Oceanic  and  Atmospheric  Administration  receive  the  same  pay  and  allow- 
ances as  are  provided  by  law  for  officers  of  the  Navy.  The  pay  of  the  faculty 
of  the  U.S.  Merchant  Marine  Academy  is  based  on  a  special  schedule 
somewhat  similar  to  that  of  the  Faculty  of  the  U.S.  Naval  Academy.  Some 
positions,  such  as  certain  clerical  positions  in  the  Bureau  of  the  Census  and 
a  limited  number  of  scientific  and  professional  positions  in  the  Department, 
are  not  subject  to  the  classified  system  but  the  rates  of  pay  are  similar  to 
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those  of  the  General  Schedule.  Occasionally  an  employee  is  paid  a  fee  for 
a  task  performed  rather  than  for  the  time  involved  in  the  work ;  for  exam- 
ple, an  expert  in  a  particular  subject  may  be  employed  on  a  fee  basis.  Also, 
temporary  construction  and  maintenance  project  workers  may  be  paid  a 
wage  appropriate  to  their  localities  without  a  formal  periodic  wage  survey. 

YOUR  POSITION 

Under  either  the  General  Schedule  or  the  Prevailing  Rate  Schedules, 
the  pay  you  receive  is  determined  by  the  grade  of  your  position.  A  grading 
system  is  provided  for  GS  positions  by  law  (Chapter  51  of  Title  5,  United 
States  Code,  formerly  known  as  the  Classification  Act)  and  by  job  classifi- 
cation standards  issued  by  the  U.S.  Civil  Service  Commission.  Somewhat 
similar  sets  of  job  standards  for  wage  system  jobs  have  been  developed 
over  the  years  through  the  cooperative  efforts  of  many  Government  agen- 
cies. A  grade  is  assigned  to  your  position  by  the  personnel  office  after  eval- 
uation of  the  main  duties,  responsibilities,  and  qualification  requirements 
of  the  job  under  the  existing  standards.  Thus  each  job  is  classed  by  the  type 
of  work  and  skills  needed  (e.g.,  clerk-typist,  GS-2,  GS-3,  GS-4,  and 
physicists,  GS-7,  GS-9,  etc.).  The  principal  duties  of  your  position  are 
summed  up  in  a  written  position  description,  which  you  receive.  You  should 
review  your  position  description  from  time  to  time  to  be  sure  that  you  are 
doing  what  is  expected  of  you  and  that  what  you  are  doing  is  adequately 
described.  If  you  feel  that  your  position  description  needs  to  be  modified, 
you  should  first  discuss  the  matter  with  your  supervisor  and,  if  he  concurs, 
draft  an  amendment  or  revision  of  your  position  description  for  his  review 
and  transmittal  to  the  personnel  office. 

PAY  INCREASES 

Each  grade  under  the  General  Schedule  has  a  number  of  pay  rates 
called  steps,  to  which  an  employee  may  progress  without  a  change  in  posi- 
tion or  grade.  Normally  new  employees  start  at  the  lowest  pay  rate  or  step 
for  the  grade,  but  occasionally  someone  will  oegin  at  a  higher  step  because 
of  previous  Government  service  at  a  higher  salary,  or  because  of  unique 
and  highly  specialized  qualifications.  In  addition  to  the  waiting  period  re- 
quired for  within-grade  step  increases,  an  individual's  supervisor  must 
certify  that  the  employee's  work  is  of  an  "acceptable  level  of  competence." 
An  employee  who  is  denied  a  within-grade  step  increase  has  appeal  rights 
which  must  be  explained  at  the  time  of  such  a  denial.  Employees  under 
the  General  Schedule  progress  .  .  . 

to  steps  2,  3,  and  4  after  52  weeks  in  the  next  lower  step; 

to  steps  5,  6,  and  7  after  104  weeks  in  the  next  lower  step;  and 
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to  steps  8,  9,  and  10  after  156  weeks  in  the  next  lower  step. 
Under  the  Prevailing  Rate  System,  each  grade  of  a  regular  wage  schedule 
has  five  pay  steps  to  which  an  employee  may  progress  if  his  work  perfor- 
mance is  satisfactory.  Depending  on  the  practice  of  the  industry  concerned, 
supervisory  wage  schedules  may  be  different,  as  is  also  true  for  all  employees 
under  special  wage  schedules  such  as  those  in  printing  or  maritime  work. 
People  under  a  regular  wage  schedule  may  progress  .  .  . 

to  step  2  after  26  weeks  in  step  1 ; 

to  step  3  after  78  weeks  in  step  2 ;  and 

to  steps  4  and  5  after  104  weeks  in  steps  3  and  4  respectively. 
A  GS  employee  whose  performance  of  work  is  of  exceptionally  high 
quality  may  be  awarded  an  additional  step  increase  called  a  "quality  in- 
crease," but  may  receive  only  one  quality  increase  in  any  period  of  52  weeks. 
Although  the  prevailing  rate  pay  system  does  not  provide  for  quality  step 
increases,  it  is  possible  for  any  employee  or  group  of  employees  to  receive 
a  cash  award  in  recognition  of  high  caliber  performance  and  special  ac- 
complishments (see  Chapter  XI  on  the  incentive  awards  rules). 

COMPUTATION  OF  PAY 

The  salary  rate  shown  on  your  personnel  action  may  be  an  annual, 
daily,  or  hourly  rate,  depending  on  the  pay  system  you  work  under.  For 
purposes  of  pay  computation,  a  pay  year  is  considered  to  be  52  weeks  with 
5  workdays  per  week — a  total  of  260  workdays  or  2,080  working  hours  in 
a  year.  Therefore  an  annual  salary  rate  is  divided  by  2,080  to  find  the 
hourly  rate,  and  an  hourly  rate  is  multiplied  by  2,080  to  find  the  annual 
rate.  Similar  computations  can  be  used  to  determine  daily  or  weekly  rates. 

PREMIUM  PAY 

There  is  extra  pay  for  overtime  work,  for  work  on  Sundays  and  holidays, 
and  for  work  at  night.  You  earn  overtime  pay  when  you  work  more  than 
8  hours  in  a  day  or  more  than  40  hours  in  a  week,  if  the  work  is  officially 
ordered  or  approved.  The  overtime  rate  is  1^  times  the  usual  hourly  rate 
of  pay,  except  that  GS  employees  may  NOT  be  paid  an  overtime  rate 
higher  than  1^2  times  the  minimum  rate  of  GS-10  (see  current  pay  table 
at  end  of  chapter) .  Those  GS  employees  whose  regular  rate  of  pay  exceeds 
the  maximum  rate  of  GS-10  may  be  given  compensatory  time  off  from 
duty  in  lieu  of  overtime  pay,  at  the  discretion  of  the  operating  unit,  but 
GS  employees  with  a  lower  rate  of  pay  must  be  paid  for  approved  overtime 
work,  unless  they  request  compensatory  time  off  instead. 

Occasional  work  on  Sunday  is  considered  overtime  work.  However,  if 
Sunday  is  part  of  your  regularly  scheduled  workweek,  you  are  paid  a  Sun- 
day premium  at  the  rate  of  1  ^  times  your  usual  hourly  pay  for  each  hour 
of  work  on  Sunday.  Pay  on  holidays  is  double  the  usual  hourly  pay,  but 
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after  you  have  worked  for  8  hours,  additional  time  is  compensated  only  at 
the  overtime  rate.  (If  work  on  the  holiday  exceeds  the  40-hour-per-week 
limit,  you  are  paid  only  the  overtime  rate  for  the  entire  day.) 

If  you  work  at  night  as  part  of  your  regular  tour  of  duty  (as  compared 
with  occasional  overtime  work  that  occurs  at  night),  you  will  earn  extra 
pay  known  as  night  pay.  A  GS  employee  receives  an  additional  10  percent 
of  basic  pay  for  any  hours  of  night  work  done  between  6  P.M.  and  6  A.M. ; 
this  night  pay  is  ignored  in  the  computation  of  overtime,  holiday  or  Sunday 
pay,  and  in  deductions  for  retirement.  A  wage  system  employee  earns  7/2 
percent  additional  pay  for  his  entire  shift  if  most  of  the  hours  occur  between 
3  P.M.  and  midnight,  and  10  percent  if  most  of  the  hours  occur  between 
11  P.M.  and  8  A.M.  Night  pay  for  wage  system  employees  is  considered 
part  of  base  pay  in  the  computation  of  overtime,  hoHday  or  Sunday  pay, 
and  in  deductions  for  retirement. 

There  are  also  more  unusual  types  of  extra  pay.  Premium  pay  on  an 
annual  basis  can  be  approved  for  certain  GS  jobs  that  require  employees 
to  serve  extra-long  tours  of  duty  in  a  "standby"  status  (such  as  fulltime 
firefighters),  and  for  jobs  that  require  irregular  hours  and  considerable 
overtime  where  the  employee  has  to  recognize  the  need  to  stay  on  duty 
(such  as  in  certain  criminal  investigation  work).  Premium  pay  on  an  annu- 
al basis  substitutes  for  the  extra  pay  that  would  otherwise  be  earned  by 
night  work,  overtime  work,  etc.  Hazardous  duty  pay  as  high  as  25%  above 
a  GS  employee's  basic  rate  of  pay  can  be  approved  by  the  Civil  Service 
Commission  for  periods  when  an  employee  is  exposed  to  serious  physical 
hardships  or  hazards  that  are  not  regularly  encountered  in  the  job.  For 
example,  occasional  duty  in  fighting  forest  fires  or  diving  in  very  treacher- 
ous waters  would  entitle  an  employee  to  hazardous  duty  pay  for  those  days 
when  such  work  is  done.  This  type  of  pay  is  not  authorized  when  hazards 
and  hardships  regularly  encountered  have  already  been  considered  in  set- 
ting the  grade  of  the  job.  A  similar  type  of  extra  pay  called  environmental 
diflferential  is  provided  for  wage  system  employees  who  are  exposed  to  vari- 
ous hazards,  physical  hardships,  and  unusual  working  conditions;  environ- 
mental differentials  may  be  authorized  for  hours  of  actual  exposure  or  for 
entire  shifts  of  duty,  and  the  rate  of  pay  may  be  as  high  as  from  50%  to 
100%  of  basic  pay  for  such  hazards  as  duty  aboard  test  aircraft  or  sub- 
merged vessels. 

LIMITATION  ON  AGGREGATE  COMPENSATION 

In  any  biweekly  pay  period,  no  employee  may  receive  premium  pay  (as 
discussed  above)  if  that  would  result  in  receiving  an  amount  of  pay  which 
is  more  than  the  maximum  rate  for  grade  GS-15.  Although  this  limitation 
ordinarily  is  no  problem,  it  can  affect  the  compensation  of  an  employee 
who  is  performing  an  unusually  large  amount  of  work  on  overtime,  at 
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night,  and  on  Sundays  or  holidays.  The  restriction,  however,  does  not  limit 
the  earnings  of  wage  system  employees,  nor  does  it  apply  to  post  different- 
ials or  quarters  allowances  paid  to  overseas  personnel. 

ALLOTMENTS 

The  most  extensive  use  of  allotments  is  for  purchase  of  U.S.  Savings 
Bonds  and  for  charitable  contributions  to  the  Combined  Federal  Campaign. 
Federal  employees  also  may  allot  a  portion  of  their  biweekly  pay  for 
deposit  to  their  savings  accounts  (or  for  purchase  of  shares)  in  a  financial 
organization — typically  a  bank,  savme^s  and  loan  association,  or  credit 
union.  Allotments  for  payment  of  dues  in  a  labor  organization  or  an  assoc- 
iation of  management  officials  or  supervisors  are  also  permissible  if  the  or- 
ganization has  a  written  agreement  with  the  Department  covering  the  vol- 
untary allotment  of  dues.  Other  types  of  allotments  are  permissible  for 
employees  who  work  outside  the  continental  United  States,  or  on  Federal 
vessels,  or  who  are  away  from  their  regular  posts  of  duty  for  three  months 
or  more.  Such  employees  may  allot  sums  of  money  for  support  of  relatives 
or  dependents,  for  life  insurance  premiums,  and  other  purposes  approved 
by  the  primary  operating  unit  (purposes  such  as  mortgage  payments,  tui- 
tion payments  for  children,  etc.).  An  employee  also  may  authorize  an 
allotment  for  the  advance  payment  of  salary  and  allowances,  to  take  effect 
under  emergency  conditions  where  the  employee  and  family  are  evacuated 
for  military  or  other  reasons  posing  imminent  danger  to  their  lives. 

UNPAID  COMPENSATION  OF  DECEASED  EMPLOYEE 

In  the  event  of  your  death  while  employed,  any  unpaid  compensation 
due  you  will  be  paid  in  the  following  order  of  precedence  unless  you  specify 
otherwise : 

1 .  To  the  widow  or  widower. 

2.  If  neither  of  the  above,  to  the  child  or  children  in  equal  shares,  with 
the  share  of  any  deceased  child  distributed  among  the  descendants  of  that 
child. 

3.  If  none  of  the  above,  to  the  parents  in  equal  shares  or  the  entire 
amount  to  the  surviving  parent. 

4.  If  there  be  none  of  the  above,  to  the  duly  appointed  legal  representa- 
tive of  the  estate  of  the  deceased  employee,  or  if  there  be  none,  to  the  person 
or  persons  determined  to  be  entitled  thereto  under  the  laws  of  the  domicile 
of  the  deceased  employee. 

If  the  above  order  of  precedence  is  satisfactory  to  you,  you  need  take  no 
action.  If  you  wish  to  name  some  person  or  persons  not  included  above,  or 
to  specify  a  different  order  of  precedence  among  those  mentioned  above, 
you  should  complete  two  copies  of  Standard  Form  1152,  "Designation  of 
Beneficiary,"  and  file  them  with  your  personnel  or  administrative  office. 
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CHAPTER  IV 


Your 

Working  Time 

HOURS  OF  DUTY 


Most  of  us  in  the  Department  of 
Commerce  work  40  hours  a  week — 8  hours  per  day,  Monday  through 
Friday,  with  time  out  for  lunch.  Hours  of  duty  for  employees  on  night 
shifts  and  sj>ecial  shifts  are  designated  from  time  to  time  to  meet  varying 
conditions.  Your  supervisor  will  tell  you  what  your  hours  of  work  will  be. 

OVERTIME 

The  Department  tries  to  complete  its  job  during  usual  work  hours.  In 
cases  of  emergency,  however,  such  as  when  important  work  gets  behind 
schedule  or  when  a  rush  job  is  assigned  to  your  office,  you  may  be  required 
to  work  longer  hours.  In  this  event  your  supervisor  will  schedule  such  over- 
time work  as  is  necessary,  and  you  will  receive  overtime  pay  or  compensa- 
;ory  time  off  for  your  overtime  work  (See  Chapter  III — Your  Pay). 

HOLIDAYS 

The  following  holidays  are  observed  in  the  Federal  service: 
New  Year's  Day,  January  1 

Washington's  Birthday,  the  third  Monday  in  February 
Memorial  Day,  the  last  Monday  in  May 
Independence  Day,  July  4 
Labor  Day,  first  Monday  in  September 
Columbus  Day,  second  Monday  in  October 
Veterans'  Day,  fourth  Monday  in  October 
Thanksgiving  Day,  fourth  Thursday  in  November 
Christmas  Day,  December  25 

Inauguration  Day  (Washington,  D.C.,  Metropolitan  Area  only) 
Other  days  may  be  declared  holidays  by  the  Congress  or  the  President. 
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If  a  holiday  falls  on  Saturday  and  you  do  not  regularly  work  on  Saturday, 
you  will  have  a  holiday  on  the  preceding  Friday.  If  a  holiday  falls  on  Sun- 
day (and  Sunday  is  not  your  regular  work  day),  you  will  have  the  holiday 
on  the  following  Monday.  Where  your  week  includes  Saturday  or  Sunday,  I 
or  both  days,  and  a  regular  holiday  falls  on  one  of  your  non-work  days, 
you  will  be  granted  holiday  benefits  on  a  basis  equal  to  those  received  by 
employees  whose  work  week  is  from  Monday  through  Friday.  | 
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CHAPTER 


Time 
Off 


In  the  Government  we  speak  of  ap- 
proved absence  from  work  as  "leave."  There  are  two  basic  types  of  leave 
— with  pay  and  without  pay.  The  most  common  types  of  leave  with  pay 
are  annual  leave  (for  vacation  and  personal  business)  and  sick  leave  (for 
actual  illness  and  for  medical  appointments) .  Leave  without  pay  (LWOP) 
is  the  term  used  for  an  officially  approved  absence  not  covered  by  some 
type  of  paid  leave,  while  absence  without  leave  (AWOL)  is  the  term 
used  for  an  unapproved  absence  for  which  no  pay  is  due. 


COVERAGE 

All  employees  of  the  Department  are  subject  to  the  standard  Government 
leave  regulations  except :  ( 1 )  certain  high  level  officials  appointed  by  the 
President;  (2)  commissioned  officers  of  the  National  Oceanic  and  Atmos- 
pheric Administration;  (3)  temporary  employees  doing  construction  work 
at  hourly  rates;  (4)  employees  appointed  without  compensation;  (5) 
employees  paid  on  a  "fee"  basis;  and  (6)  employees  who  do  not  have  a 
prescheduled  regular  tour  of  .duty  of  at  least  one  hour  on  at  least  one  day 
during  each  workweek. 


ANNUAL  LEAVE 

You  are  encouraged  to  use  at  least  10  consecutive  days  of  your  annual 
leave  each  year  as  a  vacation.  In  this  way  you  are  likely  to  do  better  and 
more  productive  work  when  you  return  to  the  job.  During  the  remainder 
of  the  year,  you  may  use  your  annual  leave  for  personal  business  and 
short  holidays. 

While  annual  leave  is  earned  as  a  matter  of  right,  you  must  get  your 
supervisor's  approval  to  be  absent  on  annual  leave.  Approval  is  generally 
given  when  requested,  but  your  supervisor  is  obliged  to  consider  the  needs 
of  your  organization  in  getting  its  job  done,  and  occasionally  it  may  be 
necessary  to  reschedule  your  leave.  If  you  plan  ahead  and  request  leave 
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as  far  in  advance  as  possible,  your  supervisor  will  be  able  to  plan  the 
work  accordingly  and  be  in  a  better  position  to  grant  your  request. 

If  an  unforseen  emergency  prevents  you  from  being  at  work,  you  must 
contact  your  supervisor  at  the  earliest  possible  moment  on  the  first  day 
of  your  absence.  If  you  are  absent  from  work  without  prior  approval 
(except  for  a  genuine  emergency  or  illness) ,  one  or  more  of  the  following 
actions  may  be  taken:  a  charge  to  annual  leave  with  a  warning,  a  charge 
to  absence  without  leave  with  a  warning,  suspension  from  duty  without 
pay,  or  dismissal. 

All  full-time  employees  earn  annual  leave  as  follows: 

1.  Employees  with  less  than  3  years  Federal  service — 4  hours  each 
biweekly  pay  period,  a  total  of  13  working  days  per  year. 

2.  Employees  with  more  than  3  but  less  than  15  years  service — 6  hours 
each  biweekly  pay  period,  and  10  hours  on  the  last  full  pay  period 
in  the  calendar  year,  a  total  of  20  working  days  per  year. 

3.  Employees  with  15  or  more  years  service — 8  hours  each  biweekly  pay 
period,  a  total  of  26  working  days  per  year. 

Part-time  and  intermittent  employees  who  are  eligible  for  annual  leave 
will  earn  it  on  a  proportional  basis. 

You  cannot  take  annual  leave  until  you  have  been  on  the  Federal  pay- 
roll continuously  for  90  calendar  days.  Any  leave  you  take  during  this 
first  90  days  will  be  without  pay  unless  it  is  properly  chargeable  to  sick 
leave  or  some  other  form  of  paid  leave  as  discussed  in  this  chapter. 

You  accumulate  and  carry  forward  into  a  succeeding  year  annual  leave 
of  not  more  than  30  days  (or  45  days  if  accumulated  during  overseas 
service) ;  larger  balances  are  carried  by  some  employees  who  were  in 
Government  service  in  1953  when  the  30-day  limit  was  set.  If  you  leave 
the  Government,  you  will  be  paid  in  a  lump  sum  for  any  unused  leave 
up  to  the  30-day  limit  (or  a  higher  limit  in  the  cases  mentioned),  but 
any  leave  in  excess  of  your  limit  must  be  used  prior  to  separation  or  be 
forfeited.  In  the  event  of  death,  your  unused  annual  leave  is  paid  to 
your  survivor (s)  in  the  same  manner  as  unpaid  salary,  and  in  the  same 
order  of  precedence  (see  Chapter  III). 

SICK  LEAVE 

All  full-time  employees  regardless  of  their  length  of  service  earn  4  hours 
of  sick  leave  each  biweekly  pay  period,  a  total  of  13  days  a  year.  Other 
employees  who  are  eligible  for  sick  leave  earn  it  at  the  proportional  rate 
of  1  hour  for  each  20  hours  in  a  pay  status. 

Sick  leave  may  be  used  only: 

1.  When  you  are  unable  to  work  because  of  sickness,  injury,  pregnancy 
or  confinement. 


V-2 


7/20/73 


2.  When  your  presence  at  work  would  jeopardize  others  because  of 
exposure  to  contagious  disease,  or  when  a  member  of  your  immediate 
family  has  a  contagious  disease  and  requires  your  care  and  attend- 
ance. 

3.  For  medical,  dental,  or  optical  examination  or  treatment. 

There  are  a  few  simple  rules  on  the  use  of  sick  leave. 

1.  Use  sick  leave  as  little  as  possible,  and  only  for  the  reasons  given 
above.  Sick  leave  is  not  to  be  used  for  rest,  minor  indispositions,  or 
to  supplement  annual  leave. 

2.  If  you  are  too  sick  to  come  to  work,  let  your  supervisor  know 
before  or  as  soon  as  possible  after  the  time  you  are  scheduled  to 
report  for  duty. 

3.  Ask  your  supervisor  in  advance  when  you  want  to  use  sick  leave 
for  medical,  dental,  or  optical  examination  or  treatment. 

4.  Obtain  a  statement  from  the  doctor  who  treats  any  problem  that 
keeps  you  off  the  job  for  more  than  3  days. 

If  you  ignore  these  rules,  the  time  may  be  charged  to  annual  leave 
or  to  absence  without  leave  rather  than  sick  leave.  Repeated  disregard 
of  the  rules  may  result  in  dismissal. 

There  is  no  limit  on  the  amount  of  sick  leave  you  can  accumulate  for 
use  in  succeeding  years.  It  is  therefore  to  your  advantage  to  preserve  your 
sick  leave  in  case  you  need  it  for  a  serious  injury  or  a  long  illness.  Also, 
if  you  enjoy  good  health  until  retirement,  your  accumulated  sick  leave 
(in  whole  months)  is  added  to  your  length  of  service  to  produce  a  larger 
annuity.  If  you  leave  the  Government,  there  is  no  payment  for  unused 
sick  leave,  but  such  leave  is  recredited  if  you  are  reemployed  within  three 
years  of  separation. 

TARDINESS  AND  CHARGES  FOR  LEAVE 

The  minimum  charge  for  leave  is  one  hour.  Any  absence  is  charged  as 
one  hour  or  in  multiples  of  one  hour.  If  you  are  unavoidably  absent  from 
duty  or  late  for  work  for  less  than  1  hour,  you  may  be  excused  for  ade- 
quate reasons.  Absences  of  1  hour  or  more,  however,  must  be  charged 
to  annual  leave,  sick  leave,  or  leave  without  pay.  Frequent  tardiness, 
even  if  it  is  only  several  minutes  a  day,  may  result  in  a  one-hour  charge  to 
leave  as  each  incident  occurs,  and  could  lead  to  disciplinary  action. 

LEAVE  WITHOUT  PAY 

Leave  without  pay  is  an  approved  absence  that  may  be  granted  under 
certain  conditions  if  you  request  it — for  example,  when  your  annual  leave 
is  exhausted  and  you  must  be  absent,  or  during  a  period  of  illness  when 
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your  sick  leave  is  exhausted.  Leave  without  pay  also  may  be  granted  for 
certain  educational  purposes  or  for  certain  periods  of  service  elsewhere 
(e.g.,  a  project  assignment  to  the  payroll  of  a  State  or  local  government) 
which  are  determined  to  be  in  the  interest  of  the  Government. 

COURT  LEAVE 

If  you  are  called  to  a  court  to  serve  on  a  jury,  or  to  serve  as  a  witness 
in  behalf  of  the  Federal,  State  or  local  government,  your  absence  with 
pay  is  not  charged  to  your  annual  or  sick  leave.  However,  if  you  are 
called  as  a  witness  in  behalf  of  a  private  party,  your  absence  must  be 
charged  to  annual  leave  or  leave  without  pay.  Of  course,  if  your  witness 
service  is  in  an  official  capacity,  you  are  considered  to  be  in  performance 
of  duty  and  are  not  in  a  leave  status  at  all.  Generally,  you  are  not  en- 
titled to  fees  in  addition  to  your  pay  while  on  court  leave.  You  will  be 
told  by  your  personnel  office  at  the  time  of  your  service  whether  you 
should  collect  such  fees  and  what  must  be  done  with  them  if  collected. 
Your  supervisor  should,  of  course,  be  informed  promptly  if  you  are 
summoned  to  a  court. 

MILITARY  LEAVE 

If  you  are  serving  as  a  full-time  employee  under  a  permanent  or  indefinite 
appointment  and  you  are  in  the  National  Guard  or  one  of  the  military 
reserve  organizations,  you  are  granted  military  leave  with  full  pay  and 
without  charge  to  annual  leave  when  you  are  ordered  to  active  duty  or 
training.  This  leave  is  limited  to  15  calendar  days  in  any  one  calendar 
year  unless  it  is  for  parade  or  encampment  with  the  D.C.  National  Guard. 
You  must,  of  course,  present  your  orders  and  discuss  the  matter  with  your 
supervisor. 

If  as  a  guardsman  or  reservist  you  are  called  to  duty  for  the  purpose  of 
providing  military  aid  to  enforce  the  law  (e.g.,  to  restore  public  order, 
prevent  looting  after  a  natural  disaster,  etc.)  you  may  perform  such  mili- 
tary duty  for  up  to  22  workdays  in  a  calendar  year  without  charge  to 
your  annual  leave  or  regular  military  leave.  However,  your  civilian  pay 
for  those  days  must  be  reduced  by  the  amount  of  military  pay  received 
for  the  same  days. 

FUNERAL  LEAVE 

Attendance  at  funerals  is  generally  a  private  matter  and  your  absence 
from  work  would  be  on  annual  leave.  However,  in  two  instances  there 
is  no  charge  to  annual  leave,  as  provided  by  law  and  by  Department 
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policy.  An  employee  may  be  granted  up  to  3  days  of  leave  with  pay 
in  connection  with  the  funeral  or  memorial  service  for  an  immediate  rela- 
tive whose  death  is  a  result  of  military  service  in  a  combat  zone.  Also,  a 
veteran  may  be  excused  from  duty  for  up  to  4  hours  to  serve  as  a  pall- 
bearer or  on  a  firing  squad  or  guard  of  honor  at  the  funeral  of  a  member 
of  the  armed  forces  or  a  deceased  veteran. 

MATERNITY  LEAVE 

"Maternity  leave"  refers  to  the  total  amount  of  sick  leave,  annual  leave, 
and  leave  without  pay  (if  necessary)  that  is  granted  to  an  employee  to 
cover  her  continuing  absence  because  of  incapacity  for  duty  before  and 
after  the  birth  of  a  child.  Maternity  leave  is  granted  as  a  matter  of 
policy  on  the  advice  of  a  woman's  physician  and  other  medical  opinion. 
An  extension  of  leave  beyond  the  period  of  incapacity  for  duty  (e.g., 
leave  without  pay  for  some  period  of  child  care)  is  not  part  of  maternity 
leave  but  may  be  granted  if  consistent  with  the  rules  for  the  type  of  leave 
involved. 

OTHER  APPROVED  ABSENCES 

Various  t\pes  of  excused  absences  from  duty  without  loss  of  pay  are  not 
charged  to  annual  leave  and  are  often  called  "administrative  leave." 
Examples  are:  special  holidays,  time  spent  for  voting  and  for  donating 
blood,  and  times  when  offices  are  closed  because  of  emergency  conditions. 
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Your 
Career 

TRAINING 

When  you  first  begin  work  for  the 
Department,  you  normally  are  given  a  general  introduction  to  the  objec- 
tives of  your  operating  unit  by  the  personnel  or  administrative  office.  There 
is  usually  some  immediate  on-the-job  training  by  your  supervisor  too,  so 
that  you  know  exactly  what  is  to  be  done  and  what  the  procedures  are. 
After  this  initial  training,  it  is  your  responsibility  to  do  your  job  alertly 
and  with  initiative.  Each  time  you  learn  a  new  task  or  solve  a  new  problem, 
you  are  advancing  in  your  training  and  experience. 

In  addition  to  the  on-the-job  training  that  you  receive  from  your  super- 
visor and  fellow  employees,  you  may  receive  formal  training  aimed  at 
helping  you  improve  your  skills  or  techniques  on  your  present  job.  Such 
training  may  involve  classroom  instruction,  meetings  or  conferences,  ex- 
posure to  new  equipment,  and  reading  of  manuals  and  similar  instructional 
materials.  Other  training  looks  more  to  the  future;  it  imparts  more  general 
knowledge  or  understanding,  or  prepares  you  for  assignments  that  you  might 
reasonably  be  expected  to  assume  in  the  future.  You  may  be  rotated  through 
different  work  assignments  or  enrolled  in  a  series  of  courses  as  part  of  an 
approved  career  training  program;  courses  for  new  or  prospective  super- 
visors, for  experienced  managers,  and  for  employees  encountering  a  new 
technology  are  examples  of  this  type  of  career  training. 

The  many  training  opportunities  that  the  Department  provides  are 
related  to  the  needs  of  your  organization  and  the  size  of  the  training 
budget.  In  the  interest  of  your  own  self-development,  you  can  supplement 
your  on-the-job  training  and  experience  with  after-hours  study  in  local 
schools  and  universities.  If  you  are  interested  in  such  self -improvement, 
your  training  office  or  your  supervisor  may  be  able  to  give  you  helpful 
suggestions  or  advice.  In  some  parts  of  the  Department,  there  are  special 
programs  to  assist  employees  in  the  lower  pay  levels  who  are  pursuing  self- 
improvement  through  college-type  training.  Taking  advantage  of  such 
training  opportunities  both  on  and  off  the  job  is  an  important  part  of  a 
successful  career. 
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JOB  CHANGES 

Your  first  job  in  the  Department  is  typically  one  for  which  you  are  well 
suited  by  education  and  experience.  At  times  you  may  be  detailed  to  another 
job  because  of  a  temporary  shortage  of  personnel  or  a  change  in  the  work- 
load or  for  other  good  reasons.  When  changes  seem  permanent,  you  may 
be  permanently  reassigned  to  a  job  in  another  part  of  the  Department  in 
accordance  with  your  qualifications  and  with  civil  service  rules.  Sometimes 
too  you  may  be  reassigned  because  your  abilities  or  personal  qualities  are 
more  needed  or  more  suited  to  another  assignment;  usually  such  a  move  is 
in  your  long-range  interests  and  is  first  discussed  with  you. 

Reassignments  are  not  always  initiated  by  the  Department.  Employees 
can  request  to  be  reassigned  to  vacancies  that  are  in  line  with  their  qualifi- 
cations. If  you  are  interested  in  being  considered  for  certain  reassignments, 
you  should  feel  free  to  discuss  the  possibility  with  you  supervisor  or  with 
the  personnel  office. 

If  you  have  to  relocate  from  one  geographic  area  to  another  because  of 
a  job  change  during  your  career  in  the  Department,  certain  of  your 
expenses  (and  those  of  your  dependents)  may  be  taken  care  of.  Govern- 
ment-wide travel  regulations  generally  allow  coverage  of  expenses  such  as: 
travel  fares  by  air,  rail,  or  bus;  a  mileage  allowance  for  travel  by  private 
automobile;  a  daily  allowance  for  costs  of  meals  and  lodging;  the  cost  of 
moving  household  goods  (within  certain  weight  limits) ;  and  reimburse- 
ment for  certain  realty  expenses  involved  in  breaking  a  lease  or  selling  or 
buying  a  home.  Assistance  with  relocation  expenses  is  usually  the  responsi- 
bility of  your  administrative  office.  One  word  of  caution — such  expenses 
cannot  be  covered  by  the  Government  when  the  relocation  is  primarily  for 
the  convenience  of  the  employee. 

PROMOTIONS 

Promotions  in  the  competitive  service  are  to  be  based  solely  on  qualifica- 
tions and  merit.  The  policy  throughout  the  Department  is  to  promote  from 
among  those  who  are  best  qualified.  This  policy  frequently  results  in  pro- 
motion from  within,  as  you  will  see  through  meeting  employees  at  every 
level  who  have  been  promoted  "up  through  the  ranks."  Accordingly,  you 
can  appreciate  that  your  experience  and  training  will  have  an  important 
bearing  on  your  prospects  for  promotion;  also  important  will  be  the  way 
you  perform  your  present  job,  and  your  ability  to  get  along  well  with  other 
people  in  the  course  of  your  job. 

Various  methods  are  used  to  locate  the  best  qualified  candidates.  Promo- 
tion opportunities  in  an  operating  unit  are  commonly  publicized  through 
notices  on  bulletin  boards  or  in  employee  newsletters  or  through  similar 
methods  of  inviting  timely  applications  from  employees.  When  the  same 
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type  of  vacancy  occurs  often,  there  may  be  just  one  open  announcement 
under  which  appHcants  are  considered  for  all  opportunities.  In  a  number 
of  occupations  a  "career  management  program"  has  been  established  so 
that  the  Department  can  continuously  assess  the  talent  available  and  plan 
for  training  and  job  advancement  in  a  systematic  way;  employees  in  these 
occupations  are  given  a  copy  of  the  program  for  their  field  of  work  and 
are  preregistered  for  available  training  and  promotion  opportunities. 
Occasionally  an  employee  is  considered  for  promotion  because  of  a  recom- 
mendation by  the  supervisor  that  he  or  she  be  considered  for  certain  types 
of  vacancies. 

To  assure  that  you  will  be  considered  for  suitable  opportunities,  you 
should  feel  free  to  ask  your  supervisor  or  personnel  office  for  more  specific 
information  about  the  promotion  plan  that  applies  to  your  occupation  and 
to  your  operating  unit.  You  can  help  yourself  to  get  proper  consideration 
for  a  promotion  by  keeping  your  personnel  file  up  to  date.  Complete  a 
Standard  Form  172,  "Amendment  to  Personal  Qualifications  Statement," 
and  forward  it  to  your  personnel  office  whenever  you  add  to  your  training 
or  education  outside  the  job  or  acquire  significant  and  relevant  experience 
off  the  job  (for  example,  through  voluntary  work  in  a  community  organiza- 
tion). Bear  in  mind,  of  course,  that  improving  your  training  and  qualifica- 
tions will  not  guarantee  a  promotion,  but  it  will  improve  your  chances. 

The  method  used  to  locate  candidates  must  produce  an  adequate  number 
of  highly  qualified  people,  or  the  search  must  be  broadened.  The  normal 
area  of  consideration  will  be  described  in  a  promotion  plan;  for  instance, 
a  specific  office  or  a  particular  commuting  area  may  be  the  area  for  clerical 
promotions,  while  the  area  for  scientific  or  economist  positions  may  be 
Department-wide.  (If  you  wish  to  be  considered  for  promotion  to  jobs 
outside  your  usual  area  of  consideration,  consult  your  personnel  office  for 
advice  and  procedures.)  After  there  are  enough  well-qualified  candidates, 
they  are  evaluated  according  to  how  well  qualified  they  are;  typically  this 
is  done  by  a  panel  of  individuals  familiar  with  the  requirements  of  the  job 
and  of  the  promotion  program. 

Evaluation  usually  includes  quality  of  experience  and  training  and  always 
includes  supervisory  appraisals  of  performance;  tests  and  interviews  may  be 
used  under  certain  conditions  when  reasonably  related  to  the  job.  The 
names  of  the  highest  ranking  candidates — usually  3  to  5  competitors  who 
rank  as  highly  qualified — are  referred  to  the  selecting  official,  who  may  then 
choose  any  of  them  based  on  that  official's  judgment  of  how  well  they 
would  perform  in  the  job.  The  person  selected  (if  employed  in  the  Depart- 
ment) is  normally  released  for  the  promotion  in  about  two  weeks  unless 
there  are  extenuating  circumstances,  such  as  when  the  employee  is  com- 
pleting a  critical  project  or  needs  more  time  in  connection  with  a  geo- 
graphic relocation. 

Besides  promotion,  the  Department  may  fill  a  job  by  reassigning  an 
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employee,  transferring  someone  from  another  agency,  reinstating  a  former 
Federal  employee,  or  appointing  someone  from  a  civil  service  list.  This 
is  consistent  with  the  obligation  to  select  from  among  the  best  of  all  quali- 
fied and  available  candidates.  However,  an  individual  can  be  transferred 
or  reinstated  to  a  higher  grade  position  only  when  he  or  she  ranks  among 
the  best  qualified  by  comparison  with  eligible  employees.  Certain  merit 
promotions  can  happen  without  current  competition  among  employees:  a 
person  selected  competitively  for  a  job  with  known  promotion  potential 
(such  as  a  trainee  or  understudy  job)  can  be  promoted  later  without  more 
competition  until  the  target  level  is  reached;  or,  a  person's  job  may  be 
upgraded  because  of  unplanned  growth  in  its  duties  and  responsibilities; 
or,  an  employee  may  be  repromoted  to  a  grade  from  which  he  or  she  was 
previously  demoted  through  no  personal  fault;  or  an  employee  may  receive 
a  temporary  promotion  of  120  days  or  less  without  competition. 

When  a  promotion  happens,  you  have  a  right  to  ask  whether  you  were 
considered,  whether  you  were  found  qualified,  whether  you  were  in  the 
group  from  which  selection  was  made,  who  was  selected,  and  what  you 
might  do  to  improve  your  chances  for  future  promotion.  Disappointment  at 
not  getting  a  promotion  is  understandable  but  is  not  a  basis  for  grievance, 
since  the  Department's  responsibility  is  to  adhere  to  merit  principles  and 
procedures  in  staffing  its  positions  rather  than  to  promote  a  particular  indi- 
vidual. However,  you  can  discuss  the  matter  informally  (see  Chapter  VIH 
on  the  informal  stage  of  a  grievance)  if  you  believe  there  have  been 
irregularities  or  unfairness,  or  if  you  simply  want  a  better  understanding 
of  the  merit  promotion  system. 

APPRAISAL 

In  addition  to  the  routine  review  and  direction  of  work  that  you  get 
from  your  supervisor,  there  are  many  occasions  for  a  thoughtful  and  delib- 
erate review  of  how  you  are  doing  in  your  job  and  where  you  are  going  in 
your  career.  During  the  one-year  probationary  or  trial  period,  your  super- 
visor is  called  upon  to  appraise  your  fitness  for  career  employment  several 
times,  and  before  the  end  of  that  year  he  or  she  must  positively  recommend 
your  continuance.  At  regular  intervals  throughout  your  career  (usually 
yearly),  you  are  given  a  performance  rating  of  "outstanding,"  "satisfactory," 
or  "unsatisfactory"  by  your  supervisor,  and  the  rating  is  reviewed  in  turn 
by  the  next  higher  super\dsor.  Oral  notice  of  a  "satisfactory"  rating  is 
sufficient,  but  "outstanding"  or  "unsatisfactory"  ratings  are  given  in  writing. 
An  "unsatisfactory"  rating  becomes  final  only  after  a  warning  and  a  90-day 
period  in  which  to  improve,  because  an  employee  with  an  unsatisfactory 
rating  cannot  be  retained  in  that  job. 

Another  type  of  appraisal  (for  General  Schedule  employee)  occurs  when 
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a  within-grade  salary  increase  is  due.  In  order  for  the  increase  to  take  effect, 
your  supervisor  must  certify  that  you  are  performing  work  at  an  "acceptable 
level  of  competence";  this  means  your  work  is  better  than  what  would  be 
required  merely  for  retention  on  the  job.  Your  supervisor  is  not  obliged  to 
discuss  the  upcoming  salary  increase  with  you  unless  it  is  to  be  delayed  or 
denied,  but  often  this  is  a  good  occasion  for  a  general  review  or  discussion 
of  your  work.  Still  another  opportunity  for  appraisal  arises  when  you  are 
being  considered  for  promotion.  Your  supervisor  is  asked  at  such  a  time  to 
provide  (usually  on  a  form)  a  written  evaluation  of  important  aspects  of 
your  work  performance  and  perhaps  an  estimate  of  your  potential  for 
taking  on  different  or  added  responsibilities. 

These  more  or  less  formal  appraisals  have  an  important  influence  on 
your  career,  but  it  is  equally  important  to  realize  that  they  reflect  your 
supervisor's  casual  day-to-day  impressions  of  the  way  you  do  your  work. 
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NBS  EMPLOYEE  PROMOTION  PROGRAM 
(Washington,  D.C.  Laboratories) 

Promotion  is  considered  the  most  effective  way  to  recognize  the  ac- 
complishments and  competence  of  individual  employees.  At  NBS  the 
promotion  procedure  is  designed  to  give  qualified  employees  first  con- 
sideration when  opportunities  arise  and  to  achieve  the  basic  objective 
of  filling  each  position  with  the  best  person  available.  This  procedure 
is  explained  in  detail  in  the  Administrative  Manual.  A  brief  digest 
follows.    If  questions  arise,  the  Manual  should  be  consulted. 

There  are  two  ways  by  which  an  employee  may  be  promoted. 
(1)  Advancement  to  fill  a  vacancy  or  new  position  in  his  own  Divi- 
sion or  another  Division,  or  (2)  Reclassification  of  his  position  to  a 
higher  grade  by  reason  of  increased  responsibility  in  the  same  line  of  work. 

Promotion  to  a  New  or  Vacant  Position 

When  a  Division  has  an  opening,  a  vacancy  notice  is  submitted  to 
the  Personnel  Division.  This  notice  includes  a  statement  of  duties  and 
qualification  requirements.  The  Personnel  Division  posts  the  notice  of 
vacancy  on  bulletin  boards  inside  the  main  entrance  of  several  major 
buildings  for  a  period  of  five  work  days.  Employees  interested  in  any 
of  the  posted  openings  should  notify  the  Personnel  Division  in  writing 
within  the  5-day  limitation.  Those  who  apply,  along  with  any  others 
recommended  by  the  Division  Chief  or  other  supervisory  personnel,  are 
considered  by  the  Personnel  Division  or  a  panel  appointed  by  the 
Personnel  Officer.  All  eligible  candidates  are  evaluated  and  ranked 
as  "well  qualified"  or  "qualified,"  and  a  certificate  of  eligibles  is  is- 
sued to  the  appropriate  division  official.  Evaluations  are  made  in 
terms  of  the  following:  (1)  degree  to  which  applicant  meets  or  exceeds 
minimum  educational,  personal,  experience,  and  physical  require- 
ments; (2)  past  record  of  satisfactory  job  performance,  including  tech- 
nical ability,  demonstrated  ability  in  Government  and  private  industry 
to  assume  progressively  greater  responsibility,  leadership  qualities,  out- 
standing performance  ratings,  contributions  to  professional  or  agency 
programs,  and  time  and  attendance;  (3)  awards  under  Incentive 
Awards  Program;  (4)  for  positions  with  supervisory  responsibilities,  po- 
tential or  demonstrated  performance  to  successfully  implement  the 
management  responsibilities  of  the  position,  including  ability  to  stimu- 
late interest  and  participation  in  management  programs  such  as  the 
Incentive  Awards  Program;  and  (5)  general  suitability  for  the  job,  in- 
cluding personality  traits,  attitudes,  and  interests.  When  other  factors 
are  equal,  the  candidate  with  the  most  Federal  service  (including 
military)  is  selected. 

For  all  vacancies,  the  minimum  qualifications  standards  set  forth  in 
Civil  Service  Handbook  X-118  and  such  other  special  quahfications 
as  may  be  designated  by  the  requesting  division  are  applied. 

Selection  for  promotion  is  made  from  among  the  group  of  candi- 
dates determined  to  be  "well  qualified,"  when  there  are  at  least  five 
candidates  in  this  group.     If  there  are  less  than  five,  all  quahfied 
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candidates  may  be  considered.  Any  or  all  of  the  qualified  candidates 
may  be  interviewed  by  appropriate  officials  in  the  selection  process. 
Arrangements  for  interviews  are  made  through  the  Personnel  Division. 

After  a  selection  has  been  made,  the  Personnel  Division  negotiates 
a  release  date  mutually  satisfactory  to  appropriate  officials,  usually 
within  15  calendar  days  after  request  for  release.  If  mutual  agree- 
ment for  release  cannot  be  reached,  the  Personnel  Officer  consults 
with  appropriate  officials  and  sets  the  release  date. 

The  Personnel  Office  notifies  all  applicants  of  the  final  selection. 

Reclassification  to  a  Higher  Grade 

Promotion  through  reclassification  is  possible  after  the  employee  has 
grown  in  his  job  by  accepting  additional  duties  and  increased  respon- 
sibilities, and  after  his  supervisor  determines  that  he  has  become 
proficient  in  the  performance  of  them. 

Supervisory  responsibility  is  important  in  certain  types  of  positions, 
but  is  only  considered  in  combination  with  other  factors  such  as  va- 
riety, novelty,  and  complexity  of  work  performed.  A  large  number 
of  positions  at  the  Bureau,  especially  those  in  the  professional  series, 
do  not  require  supervisory  duties,  at  any  grade  level,  to  warrant 
promotion. 

Role  of  Division  Personnel  Committees 

To  make  certain  that  each  staff  member  receives  consideration  for 
promotion,  his  work  record  is  reviewed  at  least  once  a  year  by  the 
Personnel  Committee  in  his  Division.  Personnel  Committees  are  usu- 
ally made  up  of  Section  Chiefs  and  other  senior  staff  members  of  the 
Division.  These  Committees  evaluate  each  employee  and  identify 
those  who  appear  promotable.  Their  recommendations  are  considered 
by  the  Division  Chief  to  whom  they  are  advisory. 

Promotion  to  GS-13  or  Higher 

Promotions  and  appointments  to  GS-13  and  above  are  evaluated 
by  the  Bureau  Personnel  Committee,  the  membership  of  which  in- 
cludes the  Associate  Directors,  four  technical  staff  members  of  Division 
Chief  or  equivalent  rank,  and  the  Personnel  Officer.  The  Commit- 
tee's recommendation  assists  the  Director  in  determining  whether  the 
person  proposed  for  promotion  possesses  the  technical  and  personal 
qualifications  expected  at  the  higher  grade  levels. 

When  any  staff  member  either  is  not  measuring  up  to  what  is  ex- 
pected of  him  or  has  not  shown  the  potential  or  ability  to  perform 
work  of  higher  level  than  his  current  assignment,  his  supervisor  dis- 
cusses with  him  how  he  can  improve  his  work  performance  or  promo- 
tion potential.  If  the  supervisor  believes  that  the  employee's  skills  can 
be  utilized  better  in  another  Division  of  the  Bureau,  he  refers  him  to 
the  Personnel  Division  for  possible  reassignment. 
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Staff  members  can  improve  their  qualifications  for  advancement  by 
taking  additional  academic  work  or  skills  training,  and  by  keeping 
abreast  of  developments  in  their  fields.  They  should  notify  the  Per- 
sonnel Division  when  their  qualifications  have  been  improved  by  addi- 
tional training,  academic  attainment,  etc.  Division  offices  can  advise 
staff  members  how  to  report  this  information.  Supervisors  assist  em- 
ployees in  developing  their  potential  for  promotion  by  keeping  them 
informed  about  their  work  progress,  and  by  giving  them  an  oppor- 
tunity to  do  higher  level  work  as  warranted  by  performance. 


10/31/59 


NBS-VI-3 


I 

I 
1 

I 

1 
1 
I 


CHAPTER    VI  I 


Your  Obligations 
.J  Asa 

'    Public  Employee 

"Entirely  apart  from  the  technicalities  of  the  law  itself,  I  should  like 
to  take  this  opportunity  to  emphasize  the  responsibility  that  each  of  us 
has  to  adhere  to  personal  standards  of  conduct  which  can  leave  no  doubt 
concerning  the  propriety  of  our  actions  as  officials  and  employees  of  the 
government." 

—Secretary  of  Commerce,  January  11 ,  1963 
As  an  employee  of  the  Federal  Government,  you  are  a  servant  of  the 
people.  Because  of  this,  your  conduct  must,  in  many  instances,  be 
subject  to  certain  standards  and  requirements  which  are  established  to 
protect  the  interests  of  the  public,  to  promote  the  efficiency  of  the  serv- 
ice, and  to  protect  the  good  name  of  the  Department. 

There  is  no  single  all-inclusive  catalogue  of  "do's"  and  "don'ts"  which 
would  serve  as  a  blueprint  for  a  brilliant  career  in  Government  service 
or  which  would  neatly  describe  all  of  the  reasons  for  which  you  may  be 
disciplined  or  "fired." 

There  are,  however,  a  number  of  general  principles,  standards,  and 
requirements— some  positive  and  some  negative— which  have  been  dis- 
tilled out  of  the  experience  of  many  years  of  development  of  the  public 
service  and  which  have  been  established  by  the  Congress,  the  President, 
the  Civil  Service  Commission,  and  the  Department  for  your  guidance. 

This  chapter  is  intended  to  bring  to  your  attention  in  convenient 
form  only  the  principal  requirements  which  you  must  observe  as  an  em- 
ployee of  the  Department.  As  an  employee,  you  are  presumed  to  know 
and  are  expected  to  comply  with  all  laws  and  duly  published  regula- 
tions which  relate  to  your  employment  and  conduct.  The  fact  that  a 
particular  law  or  regulation  may  not  be  called  to  your  attention  by  the 
Department  will  not  excuse  any  violation  on  your  part. 

Whenever  you  have  a  question  about  your  obligations  as  a  Federal 
employee,  ASK  BEFORE  YOU  ACT. 
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AVAILABILITY  OF  COUNSELING 

To  assist  you  in  meeting  your  responsibilities,  the  Department  provides  a 
counseling  service. 

With  respect  to  legal  and  regulatory  requirements,  the  General  Counsel  of 
the  Department  serves  as  counselor  for  the  entire  Department,  and  he  hzs 
designated  deputy  counselors  to  assist  employees  in  all  operating  units  of  the 
Department.  Deputy  counselors  are  qualified  and  authorized  to  give  you 
authoritative  advice  and  guidance  on  questions  of  conflict  of  interest  and 
other  legal  and  regulatory  requirements.  Your  personnel  officer  will  furnish 
the  name  and  address  of  your  deputy  counselor. 

With  respect  to  questions  other  than  those  relating  to  legal  and  regulatory 
requirements,  consult  your  personnel  officer. 

GENERAL  REGULATIONS  OF  THE  DEPARTMENT  OF 
COMMERCE 

The  Department  of  Commerce,  after  careful  consideration  of  the  ethical 
problems  encountered  in  connection  vv^ith  its  activities,  has  adopted  com- 
prehensive general  regulations  relating  to  employee  responsibilities  and  con- 
duct. These  regulations  appear  in  Department  Order  77.  For  your 
convenient  reference,  the  text  of  these  regulations  is  set  forth  in  full  as 
follows : 

TITLE  15— COMMERCE  AND  FOREIGN  TRADE 
SUBTITLE  A— OFFICE  OF  THE  SECRETARY  OF  COMMERCE 
Part  O — Employee  Responsibilities  and  Conduct 
Subpart  A — General  Provisions 

Sec. 

0.735-1  Purpose. 

0. 735-2     Relation  to  basic  provisions. 

0.735-3  Applicability. 

0.735-4  Definitions. 

Subpart  B — General  Policy 
0.735-5     General  principles. 

0. 735-6     Standards  required  in  the  Federal  service. 
0.735-7      Special  requirements  of  the  Department. 
0.735-8     Limitations  on  private  activities  and  interests. 

Subpart  C — Statutory  Limitations  Upon  Employee  Conduct 
0.735-9     Employee  responsibilities. 
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Subpart  D — Regulatory  Limitations  Upon  Employee  Conduct 

Sec. 

0.735-10  Administrative  extension  of  statutory  limitations. 

0.735-lOa  Proscribed  actions. 

0.735-1 1  Gifts,  entertainment,  and  favors. 

0.735-12  Outside  employment  or  other  activity. 

0.735-13  Financial  interests. 

0.735-14  Use  of  Government  time  or  property. 

0.735-15  Misuse  of  employment  or  information. 

0.735-16  Indebtedness. 

0. 735-17  Gambling,  betting,  and  lotteries. 

0. 735-1 8  General  conduct  prejudicial  to  the  Government. 

0.735-19  Reporting  undue  influence  to  superiors. 

Subpart  E — Statements  of  Employment  and  Financial  Interests 

0.735-20  General  provisions. 

0.735-2 1  Form  and  content  of  statements. 

0.735-22  Employees  required  to  submit  statements. 

0.735-22a  Employee's  complaint  on  filing  requirement. 

0.735-23  Employees  not  required  to  submit  statements. 

0.735-24  Time  and  place  for  submission  of  original  statements. 

0.735-25  Supplementary  statements. 

0.735-26  Interests  of  employees'  relatives. 

0. 735-27  Information  not  known  by  employees. 

0.735-28  Information  not  required. 

0.735-29  Confidentiality  of  employees'  statements. 

0.735-30  Relation  of  this  part  to  other  requirements. 

0.735-31  Special  Government  employees. 

Subpart  F — Supplementary  Regulations 

0.735-32  Departmental. 
0.735-33    Operating  units. 
0.735-34    Effective  date  of  supplementary 
regulations. 

Subpart  G — Administration 

0.735-35  Responsibilities  of  employees. 

0.735-36  Responsibilities  of  operating  units. 

0.735-37  Procedure. 

0.735-38  Availability  for  counseling. 

0.735-39  Authorizations. 

0.735-40  Disciplinary  and  other  remedial 
action. 

0.735-41  Inquiries  and  exceptions. 
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Appendix  A — Statutes  Governing  Conduct  of  Federal  Employees. 
Appendix  B — Position  Categories,  Grade  GS-13  and  Above,  Requiring 

Statements  of  Employment  and  Financial  Interests  By  Incumbents. 
Appendix  C — Position  Categories  Below  GS-13  Requiring  Statements  of 

Employment  and  Financial  Interests  By  Incumbents. 

Authority:  The  provisions  of  this  Part  0  issued  under  E.O.  11222  of 
May  8,  1965,  30  F.R.  6469,  3  CFR,  1965  Supp.;  5  CFR  735.104. 

Subpart  A — General  Provisions 

§  0.735-1  Purpose. 

The  purpose  of  this  part  is  to  set  forth  Department  of  Commerce  policy 
and  procedure  relating  to  employee  responsibilities  and  conduct. 

§  0.735'-2     Relation  to  basic  provisions. 

(a)  This  part  implements  the  following: 

( 1 )  The  provisions  of  law  cited  in  this  part; 

(2)  Executive  Order  11222  of  May  8,  1965  (3  CFR,  1965  Supp.  p.  130) ; 

(3)  Part  735  of  the  Civil  Service  regulations  (5  CFR  735.101-735.412, 
inclusive) . 

(b)  This  part  prescribes  additional  standards  of  ethical  and  other  con- 
duct and  reporting  requirements  deemed  appropriate  in  the  light  of  the 
particular  functions  and  activities  of  this  Department. 

§  0.735-3  Applicability. 

This  part  applies  to  all  persons  included  within  the  term  "employee"  as 
defined  in  §  0.735-4,  except  as  otherwise  provided  in  this  part. 

§  0.735-4  Definitions. 

For  purposes  of  this  part,  except  as  otherwise  indicated  in  this  part : 
(a)  "Employee": 
(1)  Shall  include: 

(i)  Every  officer  and  employee  of  the  Department  of  Commerce  (regard- 
less of  location),  including  commissioned  officers  of  the  Environmental 
Science  Services  Administration;  and 

(ii)  Every  other  person  who  is  retained,  designated,  appointed,  or  em- 
ployed by  a  Federal  officer  or  employee,  who  is  engaged  in  the  performance 
of  a  function  of  the  Department  under  authority  of  law  or  an  Executive  act, 
and  who  is  subject  to  the  supervision  of  a  Federal  officer  or  employee  while 
engaged  in  the  performance  of  the  duties  of  his  position  not  only  as  to 
what  he  does  but  also  as  to  how  he  performs  his  duties,  regardless  of  whether 
the  relationship  to  the  Department  is  created  by  assignment,  detail,  contract, 
agreement,  or  otherwise. 
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(2)  Shall  not  include: 

(i)  Members  of  the  Executive  Reserve  except  when  they  are  serving  as 
employees  of  the  Department  under  the  circumstances  described  in  sub- 
paragraph ( 1 )  of  this  paragraph ; 

(ii)  Members  of  crews  of  vessels  owned  or  chartered  to  the  Government 
and  operated  by  or  for  the  Maritime  Administration  under  a  General  Agency 
Agreement;  or 

(iii)  Any  other  person  who  is  determined  legally  not  to  be  an  officer  or 
employee  of  the  United  States. 

(b)  "Special  Government  employee"  shall  mean  an  employee  as  defined 
in  paragraph  (a)  of  this  section  who  is  retained,  designated,  appointed,  or 
employed  to  perform  with  or  without  compensation,  for  not  to  exceed  130 
days  during  any  period  of  365  consecutive  days,  temporary  duties  on  either 
a  full-time  or  intermittent  basis. 

(c)  "Personnel  officer"  means  a  personnel  official  to  whom  the  power  of 
appointment  is  redelegated  under  Administrative  Order  202-250. 

(d)  "Operating  unit"  means,  for  purposes  of  this  part,  primary  and 
constituent  operating  units  designated  as  such  in  the  Department  Order 
Series  of  the  Department  of  Commerce  and,  in  addition,  the  Office  of  the 
Secretary. 

(e)  "Head  of  an  operating  unit,"  for  the  purposes  of  this  part,  includes 
the  Assistant  Secretary  for  Administration  with  respect  to  the  performance 
of  functions  under  this  part  for  the  Office  of  the  Secretary. 


§  0.735-5     General  principles. 

Apart  from  statute,  there  are  certain  principles  of  fair  dealing  which 
have  the  force  of  law  and  which  are  applicable  to  all  officers  of  the  Govern- 
ment. A  public  office  is  a  public  trust.  No  public  officer  can  lawfully  engage 
in  business  activities  which  are  incompatible  with  the  duties  of  his  office. 
He  cannot,  in  his  private  or  official  character,  enter  into  engagements  in 
which  he  has,  or  can  have,  a  conflicting  personal  interest.  He  cannot  allow 
his  public  duties  to  be  neglected  by  reason  of  attention  to  his  private  affairs. 
Such  confficts  of  interest  are  not  tolerated  in  the  case  of  any  private  fidu- 
ciary, and  they  are  doubly  proscribed  for  a  public  trustee.  (40  Ops.  Atty. 
Gen.  187,190.) 

§  0.735-6     Standards  required  in  the  Federal  service. 

5  CFR  735.101  states:  "The  maintenance  of  unusually  high  standards 
of  honesty,  integrity,  impartiality,  and  conduct  by  Government  employees 
and  special  Government  employees  is  essential  to  assure  the  proper  per- 
formance of  the  Government  business  and  the  maintenance  of  confidence 
by  citizens  in  their  Government." 


Subpart  B — General  Policy 


1/31/68 


VII-5 


§  0.735-7     Special  requirements  of  the  Department. 

The  close  and  sensitive  relationship  between  the  Department  of  Com- 
merce and  the  Nation's  business  community  calls  for  special  vigilance  on 
the  part  of  all  officers  and  employees  to  avoid  even  any  appearance  of 
impropriety.  The  regulations  set  forth  in  this  part  have  been  adopted  in 
order  to  promote  the  efficiency  of  the  service  in  the  light  of  the  particular 
ethical  and  administrative  problems  arising  out  of  the  work  of  the 
Department. 

§  0.735-8     Limitations  on  private  activities  and  interests. 

It  is  the  policy  of  the  Department  to  place  as  few  limitations  as  possible 
on  private  activities  or  interests  consistent  with  the  public  trust  and  the  effec- 
tive performance  of  the  official  business  of  the  Department.  There  is  no  gen- 
eral statutory  or  regulatory  limitation  on  the  conduct  of  private  activities  for 
compensation  by  officers  or  employees  of  the  Department,  when  the  private 
activity  is  not  connected  with  any  interest  of  the  Government.  When  the 
private  activity  does  not  touch  upon  some  interest,  it  may  be  conducted  if  it 
falls  outside  applicable  statutory  limitations  and  regulatory  limitations. 

Subpart  C — Statutory  Limitations  Upon  Employee  Conduct 

§  0.735-9     Employee  res|X)nsibilities. 

Each  employee  and  special  Government  employee  has  a  positive  duty  to 
acquaint  himself  with  the  numerous  statutes  relating  to  the  ethical  and  other 
conduct  of  employees  and  special  employees  of  the  Department  and  of  the 
Government.  Appendix  A  of  this  part  contains  a  listing  of  the  more  impor- 
tant statutory  provisions  of  general  applicability.  In  case  of  doubt  on  any 
question  of  statutory  application  to  fact  situations  that  may  arise,  the  em- 
ployee should  consult  the  text  of  the  statutes,  which  will  be  made  available 
to  him  by  his  organization  unit,  and  he  should  also  avail  himself  of  the  legal 
counseling  provided  by  this  part. 

Subpart  D — Regulatory  Limitations  Upon  Employee  Conduct 

§  0.735-10    Administrative  extension  of  statutory  limitations. 

The  provisions  of  the  statutes  identified  in  this  part  which  relate  to  the 
ethical  and  other  conduct  of  Federal  employees  are  adopted  and  will  be 
enforced  as  administrative  regulations,  violations  of  which  may  in  appro- 
priate cases  be  the  basis  for  disciplinary  action,  including  removal.  The  fact 
that  a  statute  which  may  relate  to  employee  conduct  is  not  identified  in 
this  part  does  not  mean  that  it  may  not  be  the  basis  for  disciplinary  action 
against  an  employee. 

§  0.735-lOa    Proscribed  actions. 

An  employee  shall  avoid  any  action,  whether  or  not  specifically  prohibited 
by  this  subpart,  which  might  result  in,  or  create  the  appearance  of  : 
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(a)  Using  public  office  for  private  gain ; 

( b )  Giving  preferential  treatment  to  any  person ; 

( c )  Impeding  Government  efficiency  or  economy ; 

( d )  Losing  complete  independence  or  impartiality ; 

( e)  Making  a  Government  decision  outside  official  channels;  or 

(f)  Affecting  adversely  the  confidence  of  the  public  in  the  integrity  of 
the  Government. 

§  0.735-1 1    Gifts,  entertainment,  and  favors. 

(a)  General  limitations.  Except  as  provided  in  paragraphs  (b)  and  (f) 
of  this  section,  an  employee  shall  not  solicit  or  accept  directly  or  indirectly, 
any  gift,  gratuity,  favor,  entertainment,  loan,  payment  of  expenses,  fee,  com- 
pensation, or  any  other  thing  of  monetary  value,  for  himself  or  another 
person,  from  a  person  who : 

( 1 )  Has,  or  is  seeking  to  obtain,  contractual  or  other  business  or  financial 
relations  with  the  Department  of  Commerce; 

(2)  Conducts  operations  or  activities  that  are  regulated  by  the  Depart- 
ment of  Commerce ;  or 

(3)  Has  interests  that  may  be  substantially  affected  by  the  performance 
or  nonperformance  of  the  employee's  official  duty  or  by  actions  of  the 
Department. 

(b)  Exceptions.  The  following  exceptions  are  authorized  to  the  limita- 
tion in  paragraph  (a)  of  this  section : 

(1)  Acceptance  of  a  gift,  gratuity,  favor,  entertainment,  loan,  payment 
of  expenses,  fee,  compensation,  or  other  thing  of  monetary  value  incident 
to  obvious  family  or  personal  relationships  (such  as  those  between  the 
employee  and  the  parents,  children,  or  spouse  of  the  employee)  when  the 
circumstances  make  it  clear  that  it  is  those  relationships  rather  than  the 
business  of  the  persons  concerned  which  are  the  motivating  factors. 

(2)  Acceptance  of  food  and  refreshments  of  nominal  value  on  infre- 
quent occasions  in  the  ordinary  course  of  a  luncheon  or  dinner  meeting  or 
other  meeting  or  on  an  inspection  tour  where  an  employee  may  properly 
be  in  attendance.  For  the  purpose  of  this  section,  "nominal  value"  means 
that  the  value  of  the"  food  or  refreshments  shall  not  be  unreasonably  high 
under  the  circumstances. 

(3)  Acceptance  of  loans  from  banks  or  other  financial  institutions  on 
customary  terms  and  on  security  not  inconsistenc  with  paragraph  (a)  of  this 
section,  to  finance  proper  and  usual  activities  of  employees,  such  as  home 
mortgage  loans. 

(4)  Acceptance  of  unsolicited  advertising  or  promotional  material,  such 
as  pens,  pencils,  note  pads,  calendars,  and  other  items  of  nominal  intrinsic 
value. 

(5)  Acceptance  of  a  gift,  gratuity,  favor,  entertainment,  loan,  payment 
of  expenses,  fee,  compensation,  or  other  thing  of  monetary  value  when  such 
acceptance  is  determined  by  the  head  of  the  operating  unit  concerned  to  be 
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necessary  and  appropriate  in  view  of  the  work  of  the  Department  and  the 
duties  and  responsibilities  of  the  employee.  A  copy  of  each  such  determina- 
tion shall  be  sent  to  the  counselor  of  the  Department. 

(6)  Special  Government  employees  are  covered  by  this  section  only  while 
employed  by  the  Department  or  in  connection  with  such  employment. 

(c)  [Reserved] 

(d)  Gifts  to  superiors.  An  employee  shall  not  solicit  a  contribution  from 
another  employee  for  a  gift  to  an  official  superior,  make  a  donation  as  a 
gift  to  an  official  superior,  or  accept  a  gift  from  an  employee  receiving  less 
pay  than  himself  (5  U.S.C.  7351).  However,  this  paragraph  does  not  pro- 
hibit a  voluntary  gift  of  nominal  value  or  donation  in  a  nominal  amount 
made  on  a  sj>ecial  occasion  such  as  marriage,  illness,  or  retirement.  An 
employee  who  violates  these  requirements  shall  be  removed  from  the  service. 

(e)  Gifts  from  a  foreign  government.  An  employee  shall  not  accept  a 
gift,  present,  decoration,  or  other  thing  from  a  foreign  government  unless 
acceptance  is  ( 1 )  authorized  by  Congress  as  provided  by  the  Constitution 
and  in  Public  Law  89-673,  80  Stat  952,  and  (2)  authorized  by  the  Depart- 
ment of  Commerce  as  provided  in  Administrative  Order  202-739. 

(f)  Reimbursement  for  travel  expenses  and  subsistence.  Neither  this 
section  nor  §  0.735-12  precludes  an  employee  from  receipt  of  bona  fide 
reimbursement,  unless  prohibited  by  law,  for  expenses  of  travel  and  such 
other  necessary  subsistence  as  is  compatible  with  this  part  for  which  no 
Government  payment  or  reimbursement  is  made.  However,  this  paragraph 
does  not  allow  an  employee  to  be  reimbursed,  or  payment  to  be  made  on 
his  behalf,  for  excessive  personal  living  expenses,  gifts,  entertainment,  or 
other  personal  benefits,  nor  does  it  allow  an  employee  to  be  reimbursed  by 
a  f>erson  for  travel  on  official  business  under  agency  orders  when  reim- 
bursement is  proscribed  by  Decision  B-1 28527  of  the  Comptroller  General 
dated  March  7,  1967.  (Requirements  applicable  to  Department  of  Com- 
merce employees  are  set  forth  in  Department  of  Commerce  Administra- 
tive Order  203-9.) 

§  0.735-12    Outside  employment  or  other  activity. 

(a)  Incompatible  outside  employment  or  other  outside  activity.  An  em- 
ployee shall  not  engage  in  outside  employment  or  other  outside  activity  not 
compatible  (i)  with  the  full  and  proper  discharge  of  the  duties  and  respon- 
sibilities of  his  Government  employment,  (ii)  with  the  policies  or  interests 
of  the  Department  or  (iii)  with  the  maintenance  of  the  highest  standards 
of  ethical  and  moral  conduct.  Incompatible  activities  include  but  are  not 
limited  to: 

( 1 )  Acceptance  of  a  fee,  compensation,  gift,  payment  of  expense,  or  any 
other  thing  of  monetary  value  in  circumstances  in  which  acceptance  may 
result  in,  or  create  the  appearance  of,  a  conflict  of  interest; 

(2)  Outside  employment  which  tends  to  impair  the  employee's  mental 
or  physical  capacity  to  perform  his  Government  duties  and  responsibilities  in 
an  acceptable  manner; 
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(3)  Emplo^Tnent  with  any  foreign  government,  corporation,  partnership, 
instnunentalit)',  or  individual  unless  authorized  by  the  Department; 

(4)  Employment  by,  or  service  rendered  under  contract  with,  any  of  the 
persons  listed  in  §  0.735-11  (a)  ; 

(5)  Receipt  by  an  employee,  other  than  a  sepcial  Government  employee, 
of  any  salary  or  anything  of  monetary  value  from  a  private  source  as  com- 
pensation for  his  services  to  the  Government.  (18  U.S.C.  209) 

(b)  Improper  benefit  from  official  activity.  (1)  No  employee  of  the  De- 
partment shall  receive  compensation  (e.g.,  an  honorarium)  or  anything  of 
monetary  value,  other  than  that  to  which  he  is  duly  entitled  from  the  Gov- 
ernment, for  the  performance  of  any  activity  during  his  service  as  such  em- 
ployee of  the  Department  and  within  the  scope  of  his  official  responsibilities. 

(2)  As  used  in  this  paragraph,  "within  the  scope  of  his  official  responsi- 
bilities" means  in  the  course  of  or  in  connection  with  his  official  responsibili- 
ties. (See  29  Comp.  Gen.  163;  30  id.  246;  32  id.  454;  35  id.  354;  B-131371, 
July  17,  1957.) 

( 3 )  An  activity  shall  ordinarily  be  considered  to  be  in  the  course  of  or  in 
connection  with  an  employee's  official  responsibilities  if  it  is  performed  as 
a  result  of  an  invitation  or  request  which  is  addressed  to  the  Department  or 
a  component  thereof,  or  which  is  addressed  to  an  employee  at  his  office  at 
the  Department,  or  which  there  is  reason  to  believe  is  extended  partly  be- 
cause of  the  official  position  of  the  employee  concerned.  (When  in  doubt,  it 
may  be  asked  whether  it  is  likely  that  the  invitation  would  have  been  re- 
ceived if  the  recipient  were  not  associated  with  the  Department.)  Whether 
an  employee  is  on  leave  while  performing  an  activity  shall  be  considered 
irrelevant  in  determining  whether  an  activity  is  performed  in  the  course  of  or 
in  connecdon  with  the  employee's  official  responsibilities. 

(4)  Acceptance  of  a  gift  or  bequest  on  behalf  of  the  Department  shall  be 
made  in  accordance  with  Department  Order  3  and  Administrative  Order 
203-9. 

(c)  Teaching,  lecturing,  and  writing.  Employees  are  encouraged  to  en- 
gage in  teaching,  lecturing,  and  writing  that  is  not  prohibited  by  law.  Execu- 
tive Order  11222,  5  CFR  Part  735,  or  the  regulations  in  this  part  and  Ad- 
ministrative Order  201-4.  "Writing  for  Outside  Publication,"  subject  to  the 
following  conditions : 

( 1 )  An  employee  shall  not,  either  for  or  without  compensation,  engage  in 
teaching,  lecturing,  or  writing  that  is  dependent  on  information  obtained  as 
a  result  of  his  Government  employ-ment,  except  when  that  information  has 
been  made  available  to  the  general  public  or  will  be  made  available  on  re- 
quest, or  when  the  Assistant  Secretary  for  Administration  or  his  designee 
gives  written  authorization  for  the  use  of  nonpublic  information  on  the  basis 
that  the  use  is  in  the  public  interest. 

(2)  No  employee  shall  receive  compensation  or  anything  of  monetary 
value  for  any  consultation,  lecture,  discussion,  writing,  or  appearance,  the 
subject  matter  of  which  is  devoted  substantially  to  the  responsibilities,  pro- 
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grams,  or  operations  of  the  Department  of  Commerce,  or  which  draws  sub- 
stantially on  official  data  or  ideas  which  have  not  become  part  of  the  body 
of  public  information.  As  used  in  this  subparagraph,  "the  body  of  public 
information"  shall  mean  information  which  has  been  disseminated  widely 
among  segments  of  the  public  which  may  be  affected  by  or  interested  in  the 
information  concerned,  or  which  is  known  by  such  segments  of  the  public  to 
be  freely  available  on  request  to  a  Government  agency. 

(d)  State  or  local  government  employment.  An  employee  may  not  engage 
in  outside  employment  under  a  State  or  local  government  except  in  accord- 
ance with  Part  734  of  the  Civil  Service  regulations  (5  CFR  Part  734)  and 
Department  of  Commerce  Administrative  Order  202-734. 

(e)  Application  of  the  limitations.  This  section  does  not  preclude  an  em- 
ployee from: 

(1)  [Reserved] 

(2)  Participation  in  the  activities  of  National  or  State  political  parties  not 
proscribed  by  law. 

(3)  Participation  in  the  affairs  of,  or  acceptance  of  an  award  for  a  meri- 
torious public  contribution  or  achievement  given  by  a  charitable,  religious, 
professional,  social,  fraternal,  nonprofit  educational  and  recreational,  public 
service,  or  civic  organization. 

§  0.735-13    Financial  interests. 

(a)  An  employee  shall  not : 

( 1 )  Have  a  direct  or  indirect  financial  interest  that  conflicts  substantially, 
or  appears  to  conflict  substantially,  with  his  Government  duties  and  respon- 
sibilities; or 

(2)  Engage  in,  directly  or  indirectly,  a  financial  transaction  as  a  result  of, 
or  primarily  relying  on,  information  obtained  through  his  Government  em- 
ployment. 

(b)  No  employee  shall  participate  in  any  manner,  on  behalf  of  the  United 
States,  in  the  negotiation  of  contracts,  the  making  of  loans,  and  grants,  the 
granting  of  subsidies,  the  fixing  of  rates,  or  the  issuance  of  valuable  permits  or 
certificates,  or  in  any  investigation  or  prosecution,  or  in  the  transaction  of 
any  other  official  business,  which  affects  chiefly  a  person  ( 1 )  by  whom  he 
has  been  employed  or  with  whom  he  has  had  any  economic  interest  within 
the  preceding  2  years,  or  (2)  with  whom  he  has  any  economic  interest  or 
any  pending  negotiations  concerning  a  prospective  economic  interest,  except 
with  express  prior  authorization  as  provided  for  in  Subpart  G  of  this  part. 

(c)  This  section  does  not  preclude  an  employee  from  having  a  financial 
interest  or  engaging  in  financial  transactions  to  the  same  extent  as  a  private 
citizen  not  employed  by  the  Government  so  long  as  it  is  not  prohibited  by 
law.  Executive  order,  Civil  Service  regulations  (5  CFR  Part  735),  or  regu- 
lations in  this  part. 

§  0.735-14    Use  of  Government  time  or  property. 

(a)  An  employee  shall  not  directly  or  indirectly  use,  or  allow  the  use  of. 
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Gk)vemment  time  or  property  of  any  kind,  including  property  leased  to  the 
Government,  for  other  than  officially  approved  activities. 

(b)  Each  employee  shall  protect  and  conserve  Government  property, 
including  equipment,  supplies,  and  other  property  entrusted  or  issued  to 
him. 

§  0.735-15    Misuse  of  employment  or  information. 

(a)  Use  of  Government  employment.  An  employee  shall  not  use  his 
Government  employment  for  a  purpose  that  is,  or  gives  the  appearance  of 
being,  motivated  by  the  desire  for  private  gain  for  himself  or  another  per- 
son, particularly  one  with  whom  he  has  family,  business,  or  financial  ties. 

(b)  Use  of  inside  information.  For  the  purpose  of  furthering  a  private 
interest,  an  employee  shall  not,  except  as  provided  in  §  0.735-12 (c) ,  di- 
rectly or  indirectly  use,  or  allow  the  use  of,  information  which  has  been 
or  has  the  appearance  of  having  been  obtained  through  or  in  connection 
with  his  Government  employment  and  which  has  not  been  made  available 
to  the  general  public. 

(c)  Coercion.  An  employee  shall  not  use  his  Government  employment  to 
coerce,  or  give  the  appearance  of  coercing,  a  person  to  provide  financial 
benefit  to  himself  or  another  person,  particularly  one  with  whom  he  has 
family,  business,  or  financial  ties. 

(d)  Disclosure  of  restricted  information.  No  employee  shall  divulge  re- 
stricted commercial  or  economic  information,  or  restricted  information 
concerning  the  personnel  or  operations  of  any  Government  agency,  or  release 
any  such  information  in  advance  of  the  time  prescribed  for  its  authorized 
release. 

(e)  Discrimination.  No  employee,  acting  in  his  official  capacity,  shall, 
directly  or  indirectly,  authorize,  permit,  or  participate  in  any  act  or  course 
of  conduct  which,  on  the  ground  of  race,  color,  creed,  national  origin,  or 
sex,  excludes  from  participation,  denies  any  benefit  to,  or  otherwise  subjects 
to  discrimination  any  person  under  any  program  or  activity  administered 
or  conducted  by  the  Department  or  one  of  its  units,  or  such  employee.  (See 
Department  Order  195.) 

§  0.735-16  Indebtedness. 

(a)  An  employee  shall  pay  each  just  financial  obligation  in  a  proper 
and  timely  manner,  especially  one  imposed  by  law  such  as  Federal,  State, 
or  local  taxes.  For  purposes  of  this  section,  "a  just  financial  obligation" 
means  one  acknowledged  by  the  employee  or  reduced  to  judgment  by  a 
court,  and  "in  a  proper  and  timely  manner"  means  in  a  manner  which,  in 
the  view  of  the  Department,  does  not,  under  the  circumstances,  reflect  ad- 
versely on  the  Government  as  his  employer. 

(b)  In  the  event  of  dispute  between  an  employee  and  an  alleged  creditor, 
this  section  does  not  require  the  Department  to  determine  the  validity  or 
amount  of  the  disputed  debt. 
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§  0.735-17    Gambling,  betting,  and  lotteries. 

An  employee  shall  not  participate  while  on  Government-owned  or  leased 
property  or  while  on  duty  for  the  Government,  in  any  gambling  activity 
including  the  operation  of  a  gambling  device,  in  conducting  a  lottery  or 
pool,  in  a  game  for  money  or  property  or  in  selling  or  purchasing  a  num- 
bers slip  or  ticket.  However,  this  section  does  not  preclude  activities  (a) 
necessitated  by  an  employee's  law  enforcement  duties,  or  (b)  under  sec- 
tion 3  of  Executive  Order  10927  (relating  to  solicitations  conducted  by 
organizations  composed  of  civilian  employees  or  members  of  the  armed 
forces  among  their  own  members  for  organizational  support  or  for  benefit 
or  welfare  funds  for  their  own  members)  and  similar  agency-approved 
activities. 

§  0.735-18    General  conduct  prejudicial  to  the  Government. 

(a)  General  policy.  Officers  and  employees  of  the  Federal  Govern- 
ment are  servants  of  the  people.  Because  of  this,  their  conduct  must,  in 
many  instances,  be  subject  to  more  restrictions  and  to  higher  standards 
than  may  be  the  case  in  certain  private  employments.  They  are  expected 
to  conduct  themselves  in  a  manner  which  will  reflect  favorably  upon  their 
employer.  Although  the  Government  is  not  particularly  interested  in  the 
private  lives  of  its  employees,  it  does  expect  them  to  be  honest,  reliable, 
trustworthy,  and  of  good  character  and  reputation.  They  are  expected  to  be 
loyal  to  the  Government,  and  to  the  department  or  agency  in  which  they 
are  employed. 

(b)  Specific  policy.  An  employee  shall  not  engage  in  criminal,  infamous, 
dishonest,  immoral,  or  notoriously  disgraceful  conduct,  or  other  conduct 
prejudicial  to  the  Government. 

(c)  Regulations  applicable  to  public  buildings  and  grounds.  Each  em- 
ployee is  responsible  for  knowing  and  complying  with  regulations  of  the 
General  Services  Administration  and  of  the  Department  of  Commerce  ap- 
plicable to  public  buildings  and  grounds. 

§  0.735-19    Reporting  undue  influence  to  superiors. 

Each  employee  shall  report  to  his  superior  any  instance  in  which  an- 
other person  inside  or  outside  the  Federal  Government  uses  or  attempts 
to  use  undue  influence  to  induce,  by  reason  of  his  official  Government 
position,  former  Government  employment,  family  relationship,  political 
position,  or  otherwise,  the  employee  to  do  or  omit  to  do  any  official  act 
in  derogation  of  his  official  duty. 

Subpart  E — Statements  of  Employment  and  Financial  Interests 

§  0.735-20    General  provisions. 

(a)  In  order  to  carry  out  the  purpose  of  this  part,  certain  employees 
of  the  Department,  specified  in  or  pursuant  to  this  part,  will  be  required 
to  submit  statements  of  outside  employment  and  financial  interests  for 
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review  designed  to  disclose  conflicts  of  interest,  apparent  conflicts  of  in- 
terest on  the  part  of  employees,  and  other  matters  within  the  purview  of 
this  part. 

(b)  When  a  conflict  or  apparent  conflict  of  interest  on  the  part  of  an 
employee  or  other  question  of  compliance  with  the  provisions  of  this  part 
arises  and  is  not  resolved  at  a  lower  level  within  the  Department,  e.g.,  by 
appropriate  remedial  action,  the  information  concerning  the  matter  shall 
be  reported  to  the  Secretary  through  the  counselor  for  the  Department 
designatedin§  0.735-38. 

(c)  In  the  event  of  a  conflict  or  apparent  conflict  of  interest  on  the  part 
of  an  employee  or  other  question  of  compliance  with  the  provisions  of 
this  part,  the  employee  concerned  shall  be  provided  an  opportunity  to 
explain  the  matter.  After  consideration  of  the  conflict  or  apparent  con- 
flict of  interest  or  other  question  of  compliance,  and  the  employee's  explana- 
tion thereof,  appropriate  action  shall  be  taken. 

§  0.735-2 1    Form  and  content  of  statements. 

(a)  Statements  of  employment  and  financial  interests  shall  be  submitted 
as  far  as  practicable  on  one  of  the  following  forms,  as  appropriate: 

(1)  Form  CD-220,  "Confidential  Statement  of  Employment  and  Fi- 
nancial Interests  (For  Use  by  Government  Employees  Other  Than  Special 
Government  Employees) " ;  or 

(2)  Form  CD-219,  "Confidential  Statement  of  Employment  and  Finan- 
cial Interests  (For  Use  by  Special  Government  Employees)." 

(b)  Each  of  the  foregoing  forms  shall  contain,  as  a  minimum,  the  in- 
formation required  by  the  formats  prescribed  by  the  Civil  Service  Com- 
mission in  the  Federal  Personnel  Manual.  Questions  on  a  statement  of  em- 
ployment and  financial  interests  that  go  beyond,  or  are  in  greater  detail 
than,  those  included  on  the  Commission's  formats  may  be  included  on  a 
statement  only  with  the  approval  of  the  Assistant  Secretary  for  Administra- 
tion and  the  Commission. 

(c)  [Reserved] 

(d)  The  employee  will  not  be  required  to  reveal  precise  amounts  of 
financial  interest  when  such  information  is  not  necessary  for  a  proper  deter- 
mination as  to  whether  there  is  any  apparent  conflict  of  interest. 

§  0.735-22    Employees  required  to  submit  statements. 

Except  as  provided  in  §  0.735-23,  a  statement  of  employment  and  finan- 
cial interests  shall  be  submitted  by  the  following  employees  other  than  special 
Government  employees : 

(a)  Employees  paid  at  a  level  of  the  Executive  Schedule  in  subchapter 
II  of  chapter  53  of  Title  5,  United  States  Code. 

(b)  Employees  classified  at  GS-13  or  above  under  section  5332  of  Title  5, 
United  States  Code,  or  at  a  comparable  pay  level  under  another  authority, 
who  are  in  positions  the  basic  duties  and  responsibilities  of  which  are  de- 
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termined  by  the  head  of  the  operating  unit  concerned  to  require  the  incum- 
bent to  make  a  Government  decision  or  to  take  a  Government  action  in 
regard  to: 

( 1 )  Contracting  or  procurement ; 

( 2 )  Administering  or  monitoring  grants  or  subsidies ; 

(3)  Regulating  or  auditing  private  or  other  non-Federal  enterprise;  or 

(4)  Other  activities  where  the  decision  or  action  has  an  economic  impact 
on  the  interests  of  any  non-Federal  enterprise. 

Each  employee  who  occupies  a  position  in  one  of  the  above-listed  cate- 
gories and  who  is  not  excluded  from  the  reporting  requirement  shall  be 
notified  that  he  is  subject  to  the  reporting  requirement. 

(c)  The  following  employees  classified  at  GS-13  or  above  under  section 
5332  of  Title  5,  United  States  Code,  or  at  a  comparable  pay  level  under 
another  authority,  not  otherwise  subject  to  paragraph  (b)  of  this  section: 

(1)  Employees  in  grade  GS-16  or  above,  or  in  comparable  or  higher 
positions. 

( 2 )  Employees  in  Schedule  C  positions. 

( 3 )  Employees  in  hearing  examiner  or  hearing  officer  positions. 

( 4 )  Persons  employed  as  experts,  consultants,  or  advisers. 

(5)  Employees  in  positions  or  categories  of  positions,  regardless  of  their 
official  title,  identified  in  Appendix  B  of  this  part. 

(d)  Employees  classified  below  GS-13  under  section  5332  of  Title  5, 
United  States  Code,  or  at  a  comparable  pay  level  under  another  authority, 
who  are  in  positions  or  categories  of  positions,  regardless  of  their  official  title, 
identified  in  Appendix  C  to  this  part. 

(e)  Appendices  B  and  C. 

( 1 )  Appendix  B  to  this  part  shall  be  maintained  and  changes  made  there- 
in in  accordance  with  the  criteria  in  5  CFR  735.403(c)  and  in  accordance 
with  the  procedure  in  this  paragraph.  Appendix  C  to  this  part  shall  be  main- 
tained and  changes  made  therein  in  accordance  with  the  criteria  in  5  CFR 
735.403(d)  and  in  accordance  with  the  procedure  in  this  paragraph. 

(2)  Heads  of  operating  units  and  heads  of  offices  in  the  Office  of  the 
Secretary  shall,  in  conformity  with  the  above-cited  criteria,  recommend 
changes  in  Appendix  B  and  Appendix  C  to  the  Assistant  Secretary  for  Ad- 
ministration for  approval.  Changes  in  Appendix  C  shall  be  submitted,  with 
specific  justification,  to  the  Civil  Service  Commission  for  further  prior 
approval. 

(3)  Incumbents  of  positions  added  to  Appendix  B  or  to  Appendix  C  shall 
become  subject  to  the  reporting  requirements  of  this  part  upon  receipt  of 
notification  that  their  position  is  subject  to  such  requirements.  Appendix  B 
and  Appendix  C  shall  be  republished  annually  to  reflect  changes  in  the  lists. 

§  0.735.22a    Employee's  complaint  on  filing  requirement. 

An  employee  shall  have  an  opportunity  for  review  through  the  Depart- 
ment of  Commerce  grievance  procedure,  as  provided  by  Administrative 
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Order  202-770,  of  a  complaint  by  him  that  his  position  has  been  improperly 
included  under  the  regulations  of  the  Department  as  one  requiring  the  sub- 
mission of  a  statement  of  employment  and  financial  interests. 

§  0.735.23    Employees  not  required  to  submit  statements. 

(a)  Employees  in  positions  that  meet  the  criteria  in  paragraph  (b),  (c), 
or  (d)  of  §  0.735-22  may  be  excluded  from  the  reporting  requirement  when 
the  head  of  the  operating  unit  concerned  determines  that: 

( 1 )  The  duties  of  a  position  are  such  that  the  likelihood  of  the  incumbent's 
involvement  in  a  conflicts-of -interest  situation  is  remote ;  or 

(2)  The  duties  of  a  position  are  at  such  a  level  of  responsibility  that  the 
submission  of  a  statement  of  employment  and  financial  interests  is  not  neces- 
sary because  of  the  degree  of  supervision  and  review  over  the  incumbent  or 
the  inconsequential  effect  on  the  integrity  of  the  Government. 

(b)  A  statement  of  employment  and  financial  interests  is  not  required  by 
this  part  from  the  Secretary  of  Commerce,  from  the  head  of  an  independent 
agency  for  which  the  Department  of  Commerce  performs  administrative 
services,  or  from  a  full-time  member  of  a  committee,  board,  or  commission 
appointed  by  the  President.  These  employees  are  subject  to  separate  report- 
ing requirements  under  section  401  of  Executive  Order  1 1222. 

§  0.735-24    Time  and  place  for  submission  of  original  statements. 

(a)  An  employee  required  to  submit  a  statement  of  employment  and 
financial  interests  under  this  part  shall  submit  that  statement  not  later  than : 

( 1 )  Ninety  days  after  the  effective  date  of  this  part  if  the  employee  is  em- 
ployed by  the  Department  on  or  before  the  effective  date  of  this  part;  or 

( 2 )  Thirty  days  after  the  employee's  entrance  on  duty  date,  but  in  no  case 
earlier  than  90  days  after  the  effective  date  of  this  part. 

(b)  Statements  shall  be  submitted  to  a  personnel  officer  specified  by  the 
head  of  the  operating  unit  or  "to  such  other  person  as  the  head  of  the  operat- 
ing unit,  with  the  approval  of  the  Secretary,  may  specify.  Secretarial  oflftcers 
and  heads  of  operating  units  shall  submit  their  statements  to  the  Secretary 
or  to  such  person  as  the  Secretary  may  designate. 

§  0.735-25    Supplementary  statements. 

Changes  in,  or  additions  to,  the  information  contained  in  an  employee's 
statement  of  employment  and  financial  interests  shall  be  reported  in  a  sup- 
plementary statement  as  of  June  30  each  year,  except  when  the  Civil  Service 
Commission  authorizes  a  different  date  on  a  showing  by  the  Department  of 
necessity  therefor.  (The  Commission  has  authorized  filing  of  the  supplemen- 
tary statement  for  1967  as  of  Sept.  30,  1967.)  If  no  changes  or  additions 
occur,  a  negative  report  is  required.  Notwithstanding  the  filing  of  the  annual 
report  required  by  this  section,  each  employee  shall  at  all  times  avoid  acquir- 
ing a  financial  interest  that  could  result,  or  taking  an  action  that  would  result, 
in  a  violation  of  the  conflicts-of-interest  provisions  of  section  208  of  Title  18, 
United  States  Code,  or  Subpart  D  of  this  part. 
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§  0.735-26    Interests  of  employees'  relatives. 

The  interest  t>f  a  spouse,  minor  child,  or  other  member  of  an  employee's 
immediate  household  is  considered  to  be  an  interest  of  the  employee.  For 
the  purpose  of  this  section,  "member  of  an  employee's  immediate  household" 
means  those  blood  relations  who  are  members  of  the  employee's  household. 

§  0.735-27    Information  not  known  by  employees. 

If  any  information  required  to  be  included  on  a  statement  of  employment 
and  financial  interests  or  supplementary  statement,  including  holdings 
placed  in  trust,  is  not  known  to  the  employee  but  is  known  to  another  person, 
the  employee  shall  request  that  other  person  to  submit  information  in  his 
behalf. 

§  0.735-28    Information  not  required. 

This  part  does  not  require  an  employee  to  submit  on  a  statement  of  em- 
ployment and  financial  interests  or  supplementary  statement  any  informa- 
tion relating  to  the  employee's  connection  with,  or  interest  in,  a  professional 
society  or  a  charitable,  religious,  social,  fraternal,  recreational,  public  service, 
civic,  or  political  organization  or  a  similar  organization  not  conducted  as 
a  business  enterprise.  For  the  purpose  of  this  section,  educational  and  other 
institutions  doing  research  and  development  or  related  work  involving  grants 
of  money  from  or  contracts  with  the  Government  are  deemed  "business 
enterprises"  and  are  required  to  be  included  in  an  employee's  statement  of 
employment  and  financial  interests. 

§  0.735-29    Confidentiality  of  employees'  statements. 

(a)  No  employee  may  have  access  to  a  statement  of  employment  and 
financial  interests,  or  a  supplementary  statement,  unless  his  official  duties 
make  access  necessary.  Each  employee  who  has  access  to  such  a  statement 
is  responsible  for  maintaining  it  in  confidence  and  shall  not  allow  access  to, 
or  allow  information  to  be  disclosed  from,  a  statement  except  to  an  employee 
of  the  Department  of  Commerce  or  the  Civil  Service  Commission  to  carry 
out  the  purpose  of  this  part  or  to  other  persons  as  the  Civil  Service  Commis- 
sion or  the  Assistant  Secretary  for  Administration  may  determine  for  good 
cause  shown.  (The  foregoing  limitations  do  not  apply  to  release  of  informa- 
tion by  an  employee  with  respect  to  a  statement  he  has  submitted  under  this 
section. ) 

(b)  The  employees  designated  in  paragraph  (b)  of  §  0.735-24  to  receive 
statements  are  authorized  to  review  and  retain  the  statements  and  are 
responsible  for  maintaining  the  statements  in  confidence,  as  provided  in  this 
section. 

§  0.735-30    Relation  of  this  part  to  other  requirements. 

(a)  The  requirement  that  employees  submit  statements  of  employment 
and  financial  interests  and  supplementary  statements  under  this  part  is  in 
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addition  to,  and  not  in  substitution  for,  or  in  derogation  of,  any  similar 
requirement  imposed  by  law,  order,  or  regulation. 

(b)  The  submission  of  a  statement  or  supplementary  statement  by  an 
employee  does  not  permit  him  or  any  other  person  to  participate  in  a 
matter  in  which  his  or  the  other  person's  participation  is  prohibited  by 
law,  order,  or  regulation,  including  this  part. 

§  0.735-31    Special  Government  employees. 

(a)  Special  Government  employees  shall  be  required  to  report: 

( 1 )  All  other  employment;  and 

(2)  Financial  interests  specified  on  Form  CD-219. 

(b)  A  waiver  may  be  granted  to  the  requirements  of  this  section  in  the 
case  of  a  special  Government  employee  who  is  not  a  consultant  or  expert 
(as  defined  in  Chapter  304  of  the  Federal  Personnel  Manual)  when  a  de- 
termination is  made  that  the  duties  of  the  position  held  by  that  special 
Government  employee  are  of  such  a  nature  and  at  such  a  level  of  respon- 
sibility that  the  submission  of  the  statement  by  the  incumbent  is  not  neces- 
sary to  protect  the  integrity  of  the  Government.  Any  such  waiver  shall  be 
approved  by  the  head  of  the  operating  unit  concerned  or  his  designee.  A 
copy  of  the  waiver  shall  be  filed  with  the  deputy  counselor  for  the  organiza- 
tion unit  concerned. 

(c)  The  original  statement  of  employment  and  financial  interests  re- 
quired to  be  submitted  by  a  special  Government  employee  shall  be  sub- 
mitted not  later  than  his  entry  on  duty.  Each  special  employee  shall  keep 
his  statement  current  throughout  his  employment  with  the  Department 
by  the  submission  of  supplementary  statements.  ^ 

Subpart  F — Supplementary  Regulations 

§  0.735-32  Departmental. 

The  Assistant  Secretary  for  Administration  may  prescribe  supplementary 
instructions  consistent  with  this  part. 

§  0.735-33    Operating  units. 

Each  operating  unit  is  hereby  authorized  and  directed  to  prescribe,  sifter 
approval  by  the  Assistant  Secretary  for  Administration,  such  additional 
regulations  not  inconsistent  with  this  part  as  may  be  necessary  to  effectuate 
the  general  purpose  of  this  part  in  the  light  of  its  individual  operating  re- 
quirements, including  but  not  limited  to  pertinent  statutory  provisions, 
such  as: 

(a)  35  U.S.C.  4,  122  (Patent  Office) ; 

(b)  46  U.S.C.  1111(b)  (Maritime  Administration)  ; 

(c)  Certain  provisions  of  the  Defense  Production  Act  of  1950,  e.g.,  50 
U.S.C.  App.  2160(b)  (2)   (avoidance  of  conflicts  of  interest),  50  U.S.C. 
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App.  2160(b)(6)  (financial  statements),  and  50  U.S.C.  App.  2160(f) 
(prohibition  of  use  of  confidential  information  for  purposes  of  speculation) 
(Business  and  Defense  Services  Administration  and  any  other  primary 
operating  unit  affected)  ;  and 

(d)  Certain  provisions  of  Public  Law  89-136,  the  PubHc  Law  89-136, 
the  PubHc  Works  and  Economic  Development  Act  of  1965,  e.g.,  section  711 
(restriction  on  employing  certain  EDA  employees  by  applicants  for  financial 
assistance),  and  section  710(b)  (embezzlement,  false  book  entries,  sharing 
in  loans,  etc.,  and  giving  out  unauthorized  information  for  speculation) . 

§  0.735-34    Effective  date  of  supplementary  regulations. 

Supplementary  regulations  prescribed  pursuant  to  §  0.735-33,  shall  be- 
come effective  upon  approval  by  the  issuing  officer  unless  a  different  date 
is  required  by  law  or  a  later  date  is  specified  therein. 

Subpart  G — Administration 

§  0.735-35    Responsibilities  of  employees. 
It  is  the  responsibility  of  each  employee : 

(a)  To  assure,  at  the  outset  of  his  employment,  that  each  of  his  interests 
and  activities  is  consistent  with  the  requirements  established  by  or  pursuant 
to  this  part; 

(b)  To  submit  a  statement  of  employment  and  financial  interests  at  such 
times  and  in  such  form  as  may  be  specified  in  or  pursuant  to  this  part ; 

(c)  To  certify,  upon  entering  on  duty  in  the  Department,  that  he  has 
read  this  part  and  applicable  regulations  supplementary  thereto ; 

(d)  To  obtain  prior  written  authorization  of  any  interest  or  activity 
about  the  propriety  of  which  any  doubt  exists  in  the  employee's  mind,  as 
provided  in  §  0.735-39; 

(e)  To  confine  each  of  his  interests  and  activities  at  all  times  within  the 
requirements  established  by  or  pursuant  to  this  part,  including  any  authoriza- 
tions granted  pursuant  to  this  part;  and 

(f)  To  obtain  a  further  written  authorization  whenever  circumstances 
change,  or  the  nature  or  extent  of  the  interest  or  activity  changes,  in  such  a 
manner  as  to  involve  the  possibility  of  a  violation  or  appearance  of  a  viola- 
tion of  a  limitation  or  requirement  prescribed  in  our  pursuant  to  this  part. 

§  0.735-36    Responsibilities  of  operating  units. 

The  head  of  each  operating  unit,  or  his  designee,  shall : 

(a)  Furnish  or  make  available  to  each  employee  a  copy  of  this  part  (or  a 
comprehensive  summary  thereof)  within  90  days  after  approval  of  this  part 
by  the  Civil  Service  Commission,  and,  upon  their  issuance,  a  copy  of  any 
regulations  supplementary  thereto  (or  a  comprehensive  summary  thereof)  : 

(b)  Furnish  or  make  available  to  each  new  employee  at  the  time  of  his 
entrance  on  duty  a  copy  of  this  part  as  it  may  be  amended  and  any  sup- 
plementary regulations  (or  a  comprehensive  summary  thereof)  ; 
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(c)  Bring  this  part  (or  as  it  may  be  amended  and  any  supplementary 
regulations  thereto)  to  the  attention  of  each  employee  annually,  and  at 
such  other  times  as  circumstances  may  warrant  as  may  be  determined  by 
the  Assistant  Secretary  for  Administration; 

(d)  Have  available  for  review  by  employees,  as  appropriate,  copies  of 
laws,  Executive  orders,  this  part,  supplementary  regulations,  and  pertinent 
Civil  Service  Commission  regulations  and  instructions  relating  to  ethical 
and  other  conduct  of  Government  employees; 

(e)  Advise  each  employee  who  is  a  special  Government  employee  of  his 
status  for  purposes  of  18  U.S.C.  203  and  205 ; 

(f)  Require  each  employee  specified  in  §  0.735-22  to  submit  a  state- 
ment of  employment  and  financial  interests,  as  provided  by  or  pur?u?.nt  to 
this  part; 

(g)  Develop  an  appropriate  form,  with  the  approval  of  the  counselor 
of  the  Department,  on  which  the  employee  may  certify  that  he  has  read 
this  part  and  applicable  reguations  supplementary  thereto,  in  accordance 
with  §  0.735-35  (c),  and  on  which  he  may,  if  he  so  desires,  indicate  that 
he  has  a  private  activity  or  interest  about  which  he  requests  advice  and 
guidance  as  provided  by  §  0.735-38. 

(h)  Require  each  employee  upon  entering  on  duty  and  at  such  other 
times  as  may  be  specified,  to  execute  the  certification  required  by 
§  0.735-35(c); 

(i)  Report  to  the  program  Secretarial  Officer  concerned  and  to  the  As- 
sistant Secretary  for  Administration  promptly  any  instance  in  which  an 
employee,  after  notice,  fails  to  submit  the  certification  required  under 
§  0.735-35 (c)  or  a  statement  of  employment  or  financial  interests  re- 
quired under  this  part  within  14  calendar  days  following  the  prescribed 
time  limit  for  doing  so;  and 

(j)  Take  action  to  impress  upon  each  employee  required  to  submit  a 
statement  of  employment  and  financial  interests,  upon  his  supervisor,  and 
upon  employees  with  whom  the  employee  works,  their  responsibility  as 
follows: 

(1)  The  employee's  supervisor  is  responsible  (i)  for  excluding  from  the 
range  of  duties  of  the  employee  any  contracts  or  other  transactions  between 
the  Government  and  his  outside  employer  clients,  or  entities  in  which  he  has 
an  interest  within  the  purview  of  this  part,  and  (ii)  for  overseeing  the  em- 
ployee's activities  in  order  to  insure  that  the  public  interest  is  protected  from 
improper  conduct  on  his  part  and  that  he  will  not,  through  ignorance  or 
inadvertence,  embarrass  the  Government  or  himself. 

(2)  The  employee's  supervisor  and  employees  with  whom  he  works  are 
responsible  for  avoiding  the  use  of  the  employee's  services  in  any  situation  in 
which  a  violation  of  law,  regulation,  or  ethical  standards  is  likely  to  occur  or 
to  appear  to  occur. 
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(3)  The  supervisor  of  an  employee  is  responsible  for  initiating  prompt  and 
proper  disciplinary  or  remedial  action  when  a  violation,  intentional  or 
innocent,  is  detected. 

(4)  Employees  shall  avoid  divulging  to  a  special  Government  employee 
privileged  Government  information  which  is  not  necessary  to  the  perform- 
ance of  his  governmental  responsibility  or  information  which  directly  involves 
the  financial  interests  of  his  non-Government  employer. 

(5)  An  employee  shall  make  every  effort  in  his  private  work  to  avoid  any 
personal  contact  with  respect  to  negotiations  with  the  Department  for  con- 
tracts, grants,  or  loans,  if  the  subject  matter  is  related  to  the  subject  matter 
of  his  Government  employment.  When  this  is  not  possible,  he  may  participate 
if  not  otherwise  prohibited  by  law  (e.g.,  18  U.S.C.  203  and  205)  in  the 
negotiations  for  his  private  employer  only  with  the  prior  approval  of  the 
head  of  the  operating  unit  concerned. 

§  0.735-37  Procedure. 

The  review  of  statements  of  employment  and  financial  interests  shall  in- 
clude the  following  basic  measures,  among  others: 

(a)  Statements  shall  be  submitted  to  the  designated  officer,  who  will 
review  each  employee's  statement  of  employment  and  financial  interests  to 
ascertain  whether  they  are  consistent  with  the  requirements  established  by 
or  pursuant  to  this  part.  (See  §  0.735-24 (b) .) 

(b)  Where  the  statement  raises  any  question  of  compliance  with  the  re- 
quirements of  this  part,  it  shall  be  submitted  to  a  deputy  counselor  for  the 
organization  unit  concerned.  The  deputy  counselor  may,  in  his  discretion, 
utilize  the  advice  and  services  of  others  (including  departmental  facilities) 
to  obtain  further  information  needed  to  resolve  the  questions. 

(c)  The  designated  officer  shall  maintain  the  statements  of  employment 
and  financial  interests  in  a  file  apart  from  the  official  personnel  files  and 
shall  take  every  measure  practicable  to  insure  their  confidentiality.  State- 
ment of  employment  and  financial  interests  shall  be  preserved  for  5  years 
following  the  separation  of  an  employee  from  the  Department  or  following 
termination  of  any  other  relationship  under  which  the  individual  rendered 
service  to  the  Department,  except  as  may  be  otherwise  authorized  by  the 
Assistant  Secretary  for  Administration  or  as  required  by  law. 

§  0.735-38    Availability  for  counseling. 

(a)  The  General  Counsel  of  the  Department  shall : 

( 1 )  Serve  as  the  counselor  for  the  Department  of  Commerce  with  respect 
to  matters  covered  by  the  basic  provisions  cited  in  §  0.735-2  (a)  and  other- 
wise by  or  pursuant  to  this  part; 

(2)  Serve  as  the  Department  of  Commerce  designee  to  the  Civil  Service 
Commission  on  matters  covered  by  this  part;  and 

(3)  Coordinate  the  counseling  services  provided  under  this  part  and 
assure  that  counseling  and  interpretations  on  questions  of  conflicts  of  interest 
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and  other  matters  covered  by  this  part  are  available  to  deputy  counselors 
designated  under  paragraph  (b)  of  this  section. 

(b)  The  counselor  shall  designate  employees  who  shall  serve  as  deputy 
counselors  for  employees  of  the  Department  of  Commerce  with  respect  to 
matters  covered  by  or  pursuant  to  this  part  and  shall  give  authoritative 
advice  and  guidance  to  each  employee  who  seeks  advice  and  guidance  on 
questions  of  conflict  of  interests  and  other  matters  covered  by  or  pursuant 
to  this  part. 

(c)  Each  operating  unit  shall  notify  its  employees  of  the  availability  of 
counseling  services  and  of  how  and  where  these  services  are  available.  This 
notification  shall  be  given  within  90  days  after  approval  of  this  part  by  the 
Civil  Service  Commission  and  periodically  thereafter.  In  the  case  of  a  new 
employee  appointed  after  the  foregoing  notification,  notification  shall  be 
made  at  the  time  of  his  entrance  on  duty. 

(d)  In  each  operating  unit  a  deputy  counselor  shall  advise  and  counsel 
each  employee  concerning  any  adjustments  necessary  in  his  financial  inter- 
ests or  activities,  or  in  any  contemplated  interests  or  activities,  in  order  to 
meet  the  requirements  established  by  or  pursuant  to  this  part. 

§  0.735-39  Authorizations. 

All  requests  for  authorizations  required  under  this  part  shall  be  addressed 
to  the  head  of  the  operating  unit  concerned.  In  the  Office  of  the  Secretary 
such  requests  shall  be  addressed  to  the  Secretary  or  such  person  as  he  may 
designate.  When  granted,  authorizations  will  be  in  writing,  and  a  copy  of 
each  authorization  will  be  filed  in  the  employee's  official  personnel  file. 

(a)  In  case  of  doubt,  or  upon  the  request  of  the  employee  concerned, 
cases  or  questions  will  be  forwarded  to  the  counselor  or  a  deputy  counselor. 
(See  §  0.735-38.) 

(b)  Where  an  activity  requested  to  be  authorized  can  be  conducted  as 
official  business,  it  shall  not  be  authorized  as  a  private  activity,  but  shall  be 
conducted  as  official  business. 

(c)  Where  authorizations  involve  speaking,  writing,  or  teaching,  use  of 
the  official  title  of  the  employee  for  identification  purpK)ses  may  be  author- 
ized, provided  the  employee  makes  it  clear  that  his  statements  and  actions 
are  not  of  an  official  nature. 

(d)  If  an  authorization  has  been  granted  for  a  specific  activity  or  interest, 
and  the  activity  or  interest  is  subsequently  deemed  to  constitute  a  violation 
of  the  limitations  or  requirements  prescribed  in  or  pursuant  to  this  part,  the 
employee  concerned  shall  be  notified  in  writing  of  the  cancellation  of  the 
authorization  and  shall  modify  or  stop  the  activity  or  interest  involved,  as 
requested. 

§  0.735-40    Disciplinary  and  other  remedial  action. 

(a)  Violation  of  a  requirement  established  in  or  pursuant  to  this  part 
shall  be  cause  for  appropriate  disciplinary  action,  which  may  be  in  addi- 
tion to  any  penalty  prescribed  by  law. 
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(b)  When,  after  consideration  of  the  explanation  of  the  employee  pro- 
vided by  §  0.735-20 (c) ,  the  reviewing  officer,  in  cooperation  with  the 
responsible  supervisory  official,  decides  that  remedial  action  is  required,  he 
will  take  or  cause  to  be  taken  immediate  action  to  end  the  conflict  or 
appearance  of  conflict  of  interest.  Remedial  action  may  include,  but  is  not 
limited  to: 

( 1 )  Changes  in  assigned  duties ; 

(2)  Divestment  by  the  employee  of  his  conflicting  interest; 

(3)  Disciplinary  action  (including  removal  from  the  service)  ;  or 

(4)  Disqualification  for  a  particular  assignment. 

Remedial  action,  whether  disciplinary  or  otherwise,  shall  be  effected  in 
accordance  with  applicable  laws.  Executive  orders,  and  regulations. 

(c)  No  disciplinary  or  remedial  action  may  be  taken  under  this  section 
against  an  employee  or  another  Federal  department  or  agency  on  detail  to 
the  Department  of  Commerce  other  than  through  and  with  the  concur- 
rence of  the  detailed  employee's  employing  agency. 

§  0.735-41    Inquiries  and  exceptions. 

(a)  Inquiries  relating  to  legal  aspects  of  the  limitations  set  forth  in  or 
cited  in  or  pursuant  to  this  part  should  be  submitted  to  the  appropriate 
deputy  counselor.  Inquiries  relating  to  other  aspects  of  this  part  or  regula- 
tions supplementary  thereto  should  be  referred  to  the  appropriate  personnel 
office. 

(b)  Within  the  limits  of  administrative  discretion  permitted  to  the  De- 
partment, exceptions  to  the  requirements  of  this  part  may  be  gr2Lnted  from 
time  to  time  in  unusual  cases  by  the  head  of  the  operating  unit,  whenever 
the  facts  indicate  that  such  an  exception  would  promote  the  efficiency  of 
the  service.  Each  request  for  such  an  exception  should  be  submitted  in 
writing  to  the  head  of  the  operating  unit  concerned,  and  shall  contain  a 
full  statement  of  the  justification  for  the  request.  Reports  concerning  such 
requests,  if  approved,  shall  be  forwarded  to  the  program  Secretarial  Officer 
concerned  and  to  the  Assistant  Secretary  for  Administration  by  the  head  of 
the  operating  unit  concerned. 

Dated:  October  30,  1967. 

David  R.  Baldwin, 
Acting  Secretary  of  Commerce. 

APPENDIX  A—STATUTES  GOVERNING  CONDUCT  OF 
FEDERAL  EMPLOYEES 

There  are  numerous  statutes  pertaining  to  the  ethical  and  other  conduct 
of  Federal  employees,  far  too  many  to  attempt  to  list  them  all.  Consequently, 
only  the  more  important  ones  of  general  applicability  are  referred  to  in 
this  Appendix. 
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A.    BRIBERY  AND  GRAFT. 

.01  Title  18,  U.S.G.,  section  201,  prohibits  anyone  from  bribing  or  attempt- 
ing to  bribe  a  public  official  by  corruptly  giving,  offering,  or  promising  him 
or  any  person  selected  by  him,  anything  of  value  with  intent  (a)  to  influence 
any  official  act  by  him,  (b)  to  influence  him  to  commit  or  allow  any  fraud 
on  the  United  States,  or  (c)  to  induce  him  to  do  or  omit  to  do  any  act  in 
violation  of  his  lawful  duty.  As  used  in  section  201,  "Public  officials"  is 
broadly  defined  to  include  officers,  employees,  and  other  persons  carrying 
on  activities  for  or  on  behalf  of  the  Government. 

.02  Section  201  also  prohibits  a  public  official's  solicitation  or  acceptance 
of,  or  agreement  to  take,  a  bribe.  In  addition,  it  forbids  offers  or  payments  to, 
and  solicitations  or  receipt  by,  a  public  official  or  anything  of  value  "for  or 
because  of"  any  official  act  performed  or  to  be  performed  by  him. 

.03  Section  201  further  prohibits  the  offering  to  or  the  acceptance  by  a 
witness  of  anything  of  value  involving  intent  to  influence  his  testimony  at  a 
trial.  Congressional  hearing,  or  agency  proceeding.  A  similar  provision  ap- 
plies to  witnesses  "for  or  because  of"  testimony  given  or  to  be  given.  The 
provisions  summarized  in  this  section  do  not  preclude  lawful  witness  fees, 
travel  and  subsistence  expenses,  or  reasonable  compensation  for  expert 
testimony. 

B.  COMPENSATION  TO  OFFICERS  AND  EMPLOYEES  IN  MAT- 
TERS AFFECTING  THE  GOVERNMENT. 

.01  Title  18,  U.S.G.,  section  203,  prohibits  an  officer  or  employee  from 
receiving  compensation  for  services  rendered  for  others  before  a  Federal  de- 
partment or  agency  in  matters  in  which  the  Government  is  a  party  or  is 
interested. 

.02    Section  203  applies  to  a  special  Government  employee  as  follows : 

a.  If  the  special  Government  employee  has  served  in  the  Department  of 
Commerce  more  than  60  days  during  the  preceding  period  of  365  days,  sec- 
tion 203  applies  to  him  only  in  relation  to  a  particular  matter  involving  a 
specific  party  or  parties  ( 1 )  in  which  he  has  at  any  time  participated  person- 
ally and  substantially  in  his  governmental  capacity,  or  (2)  which  is  pending 
in  the  Department  of  Commerce;  or 

b.  If  the  special  Government  employee  has  served  in  the  Department  no 
more  than  60  days  during  the  preceding  period  of  365  days,  section  203 
applies  to  him  only  in  relation  to  a  particular  matter  involving  a  specific 
party  or  parties  in  which  he  has  at  any  time  participated  personally  and 
substantially  in  his  governmental  capacity. 

.03  Section  203  does  not  apply  to  a  retired  officer  of  the  uniformed  services 
while  not  on  active  duty  and  not  otherwise  an  officer  or  employee  of  the 
United  States. 
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C.  ACTIVITIES  OF  OFFICERS  AND  EMPLOYEES  IN  CLAIMS 
AGAINST  AND  OTHER  MATTERS  AFFECTING  THE  GOVERN- 
MENT. 

.01  Title  18,  U.S.G.,  section  205,  prohibits  an  officer  or  employeej  other- 
wise than  in  the  performance  of  his  official  duties,  from : 

a.  Acting  as  agent  or  attorney  for  prosecuting  any  claim  against  the 
United  States,  or  receiving  any  gratuity,  or  any  share  of  or  interest  in  any 
such  claim  in  consideration  of  assistance  in  the  prosecution  of  such  claim;  or 

b.  Acting  as  agent  or  attorney  for  anyone  before  any  Government 
agency,  court,  or  officer  in  connection  with  any  matter  in  which  the  United 
States  is  a  party  or  has  a  direct  and  substantial  interest. 

.02    Section  205  applies  to  a  special  Government  employee  as  follows: 

a.  If  the  special  Government  employee  has  served  in  the  Department 
more  than  60  days  during  the  preceding  period  of  365  days,  section  205 
applies  to  him  only  in  relation  to  a  particular  matter  involving  a  specific 
party  or  parties  (1)  in  which  he  has  at  any  time  participated  personally 
and  substantially  in  his  governmental  capacity,  or  (2)  which  is  pending 
in  the  Department  of  Gommerce ;  or 

b.  If  the  special  Government  employee  has  served  in  the  Department 
no  more  than  60  days  during  the  preceding  period  of  365  days,  section  205 
applies  to  him  only  in  relation  to  a  particular  matter  involving  a  specific 
party  or  parties  in  which  he  has  at  any  time  participated  personally  and 
substantially  in  his  governmental  capacity. 

.03    Section  205  does  not  preclude : 

a.  An  employee,  if  not  inconsistent  with  faithful  performance  of  his 
duties,  from  acting  without  compensation  as  agent  or  attorney  for  any 
person  who  is  the  subject  of  disciplinary,  loyalty,  or  other  personnel  ad- 
ministration proceedings,  in  connection  with  those  proceedings;  or 

b.  An  employee  from  giving  testimony  under  oath  or  from  making  state- 
ments required  to  be  made  under  penalty  for  perjury  or  contempt. 

.04    Sections  203  and  205  do  not  preclude : 

a.  An  employee  from  acting  as  agent  or  attorney  for  his  parents,  spouse, 
child,  or  any  person  for  whom,  or  for  any  estate  for  which,  he  is  serving 
as  guardian,  executor,  administrator,  trustee,  or  other  personal  fiduciary, 
except  in  those  matters  in  which  he  has  participated  f>ersonally  and  sub- 
stantially as  a  Government  employee  or  which  are  the  subject  of  his  official 
responsibility,  provided  the  head  of  the  operating  unit  concerned  approves; 
or 

b.  A  special  Government  employee  from  acting  as  agent  or  attorney  for 
another  person  in  the  performance  of  work  under  a  grant  by,  or  a  contract 
with,  or  for  the  benefit  of,  the  United  States,  provided  the  head  of  the  oper- 
ating unit  concerned,  with  the  approval  of  the  appropriate  program  Secre- 
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tarial  Officer,  shall  certify  in  writing  that  the  national  interest  so  requires, 
and  such  certification  shall  be  published  in  the  Federal  Register. 

.05  Section  205  does  not  apply  to  a  retired  officer  of  the  uniformed  services 
while  not  on  active  duty  and  not  otherwise  an  officer  or  employee  of  the 
United  States. 

D.  DISQUALIFICATION  OF  FORMER  OFFICERS  AND  EM- 
PLOYEES IN  MATTERS  CONNECTED  WITH  FORMER  DUTIES 
OF  OFFICIAL  RESPONSIBILITIES;  DISQUALIFICATION  OF 
PARTNERS. 

.01    Title  18  U.S.C.,  section  207 : 

a.  Provides  that  a  former  Government  officer  or  employee,  including  a 
former  special  Government  employee,  shall  be  permanently  barred  from  act- 
ing as  agent  or  attorney  for  anyone  other  than  the  United  States  in  any  mat- 
ter in  which  the  United  States  is  a  party  or  is  interested  and  in  which  he 
participated  personally  and  substantially  in  a  governmental  capacity ; 

b.  Bars  a  former  Government  officer  or  employee,  including  a  special  Gov- 
ernment employee,  of  an  agency,  for  a  period  of  1  year  after  his  employment 
with  it  has  ceased,  from  appearing  personally  as  agent  or  attorney  for  another 
person  before  any  court  or  agency  in  connection  with  a  matter  in  which  the 
Government  has  an  interest  and  which  was  under  his  official  responsibility 
at  the  employing  agency  (e.g..  Department  of  Commerce)  at  any  time  within 
1  year  prior  to  the  end  of  such  responsibility;  and 

c.  Prohibits  a  partner  of  a  person  employed  by  the  Government,  includ- 
ing a  special  Government  employee,  from  acting  as  agent  or  attorney  for 
anyone  other  than  the  United  States  in  matters  in  which  the  employee  par- 
ticipates or  has  participated  personally  and  substantially  for  the  Government 
or  which  are  the  subject  of  his  official  responsibility. 

.02  Subparagraphs  .Ola.  and  .01b.  of  this  section  do  not  prevent  a  former 
officer  or  employee  or  spvecial  Government  employee  who  has  outstanding 
scientific  or  technical  qualifications  from  acting  as  attorney  or  agent  or  ap- 
pearing personally  before  the  Department  of  Commerce  in  connection  with 
a  particular  matter  in  a  scientific  or  technological  field  if  the  Assistant  Sec- 
retary of  Commerce  for  Science  and  Technology  shall  make  a  certification 
in  writing,  published  in  the  Federal  Register,  that  the  national  interest  would 
be  served  by  such  action  or  appearance  by  the  former  officer  or  employee. 

E.  ACTS  AFFECTING  A  PERSONAL  FINANCIAL  INTEREST. 

.01  Title  18,  U.S.C.,  section  208  prohibits  an  officer  or  employee,  includ- 
ing a  special  Government  employee,  from  participating  personally  and  sub- 
stantially in  a  governmental  capacity  in  any  matter  in  which,  to  his  knowl- 
edge, he,  his  spouse,  minor  child,  partner,  organization  in  which  he  is  serv- 
ing as  officer,  director,  trustee,  partner,  or  employee,  or  any  person  or  orga- 
nization with  whom  he  is  negotiating  or  has  any  arrangement  concerning 
prospective  employment,  has  a  financial  interest. 
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.02    Section  208  does  not  apply : 

a.  If  the  officer  or  employee  first  advises  the  head  of  the  operating  unit 
concerned  of  the  nature  and  circumstances  of  the  matter  involved,  makes 
full  disclosure  of  the  financial  interest,  and  receives  in  advance  a  written 
determination  made  by  such  official,  with  the  approval  of  the  appropriate 
program  Secretarial  Officer,  that  the  interest  is  not  so  substantial  as  to  be 
deemed  likely  to  aflfect  the  integrity  of  the  services  which  the  Government 
may  expect  from  the  officer  or  employee ;  or 

b.  If,  by  general  rule  or  regulation  published  in  the  Federal  Register,  the 
financial  interest  has  been  exempted  from  the  requirements  of  section  208 
as  being  too  remote  or  too  inconsequential  to  aflfect  the  integrity  of  Govern- 
ment officers'  or  employees'  services. 

F.  SALARY  OF  GOVERNMENT  OFFICIALS  AND  EMPLOYEES. 

.01    Title  18,  U.S.C.,  section  209,  prohibits : 

a.  An  officer  or  employee  from  receiving  any  salary,  or  any  contribution 
to  or  supplementation  of  salary,  as  compensation  for  his  services  as  an  officer 
or  employee  of  the  United  States  from  any  source  other  than  the  Govern- 
ment of  the  United  States,  except  as  may  be  contributed  out  of  the  treasury 
of  a  State,  county,  or  municipality;  and 

b.  Any  person  or  organization  from  paying,  contributing  to,  or  supple- 
menting the  salary  of  an  officer  or  employee  under  circumstances  which 
would  make  its  receipt  a  violation  of  subparagraph  .Ola.  of  this  section. 

.02    Section  209: 

a.  Does  not  prevent  a  Government  employee  from  continuing  to  partici- 
pate in  a  bona  fide  pension  or  other  welfare  plan  maintained  by  a  former 
employer; 

b.  Exempts  special  Government  employees  and  employees  serving  the 
Government  without  compensation,  and  grants  a  corresponding  exemption 
to  any  outside  person  paying  compensation  to  such  individuals ;  and 

c.  Does  not  prohibit  the  payment  or  acceptance  of  sums  under  the  terms 
of  the  Government  Employees  Training  Act. 

G.  CODE  OF  ETHICS  FOR  GOVERNMENT  SERVICE. 

"Code  of  Ethics  for  Government  Service,"  House  Concurrent  Resolution 
175,  85th  Congress,  2d  Session,  72  Stat.  B12  of  July  11,  1958,  which  reads  as 
follows: 

"Any  Person  in  Government  Service  Should : 

Put  loyalty  to  the  highest  moral  principles  and  to  country  above 
loyalty  to  persons,  party,  or  Government  departments. 

UPHOLD  the  Constitution,  laws,  and  legal  regulations  of  the  United 
States  and  all  governments  therein  and  never  be  a  party  to  their 
evasion. 
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GIVE  a  full  day's  labor  for  a  full  day's  pay;  giving  to  the  perform- 
ance of  his  duties  his  earnest  effort  and  best  thought. 

SEEK  to  find  and  employ  more  efficient  and  economical  ways  of 
getting  tasks  accomplished. 

NEVER  discriminate  unfairly  by  the  dispensing  of  special  favors 
or  privileges  to  anyone,  whether  for  remuneration  or  not;  and  never 
accept  for  himself  or  his  family,  favors  or  benefits  under  circum- 
stances which  might  be  construed  by  reasonable  persons  as  influ- 
encing the  performance  of  his  governmental  duties. 

MAKE  no  private  promises  of  any  kind  binding  upon  the  duties  of 
oflBce,  since  a  Government  employee  has  no  private  word  which  can 
be  binding  on  public  duty. 

ENGAGE  in  no  business  with  the  Government,  either  directly  or  in- 
directly, which  is  inconsistent  with  the  conscientious  performsuice  of 
his  governmental  duties. 

NEVER  use  any  information  coming  to  him  confidentially  in  the 
performance  of  governmental  duties  as  a  means  for  making  private 
profit. 

EXPOSE  corruption  wherever  discovered. 

UPHOLD  these  principles,  ever  conscious  that  public  office  is  a 
public  trust. 

H.  PROHIBITIONS. 

.01    The  prohibition  against  lobbying  with  appropriated  funds  (18  U.S.C. 

1913)  reads  as  follows: 

"No  part  of  the  money  appropriated  by  any  enactment  of  Congress 
shall,  in  the  absence  of  express  authorization  by  Congress,  be  used 
directly  or  indirectly  to  pay  for  any  personal  service,  advertisement, 
telegram,  telephone,  letter,  printed  or  written  matter,  or  other  device, 
intended  or  designed  to  influence  in  any  manner  a  Member  of  Con- 
gress, to  favor  or  oppose,  by  vote  or  otherwise,  any  legislation  or 
appropriation  by  Congress,  whether  before  or  after  the  introduction 
of  any  bill  or  resolution  proposing  such  legislation  or  appropriation, 
but  this  shall  not  prevent  officers  or  employees  of  the  United  States 
or  of  its  departments  or  agencies  from  communicating  to  Members 
of  Congress  on  the  request  of  any  Member  or  to  Congress,  through 
the  proper  official  channels,  requests  for  legislation  or  appropriations 
which  they  deem  necessary  for  the  efficient  conduct  of  the  public 
business. 

"Whoever,  being  an  officer  or  employee  of  the  United  States  or  of 
any  department  or  agency  thereof,  violates  or  attempts  to  violate 
this  section,  shall  be  fined  not  more  than  $500  or  imprisoned  not 
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more  than  1  year,  or  both:  and  after  notice  and  hearing  by  the 
superior  officer  vested  with  the  power  of  removing  him,  shall  be 
removed  from  office  or  employment." 

.02  The  prohibitions  against  disloyalty  and  striking  (5  U.S.C.  7311,  18 
U.S.C.  1918) .  An  individual  may  not  accept  or  hold  a  position  in  the  Gov- 
ernment of  the  United  States  if  he : 

a.  Advocates  the  overthrow  of  our  constitutional  form  of  government; 

b.  Is  a  member  of  an  organization  that  he  knows  advocates  the  overthrow 
of  our  constitutional  form  of  government: 

c.  Participates  in  a  strike,  or  asserts  the  right  to  strike,  against  the  Gov- 
ernment of  the  United  States  or  the  government  of  the  District  of  Colum- 
bia; or 

d.  Is  a  member  of  an  organization  of  employees  of  the  Government  of  the 
United  States  or  of  individuals  employed  by  the  government  of  the  District 
of  Columbia  that  he  knows  asserts  the  right  to  strike  against  the  Govern- 
ment of  the  United  States  or  the  government  of  the  District  of  Columbia. 

.03  The  prohibition  agciinst  employment  of  a  member  of  a  Communist 
organization  (50  U.S.C.  784). 

.04  The  prohibitions  against  (a)  the  disclosure  of  classified  information 
(18  U.S.C.  798,  50  U.S.C.  783);  and  (b)  the  disclosure  of  confidential 
information  (18  U.S.C.  1905).  Each  employee  who  has  access  to  classified 
information,  e.g.,  confidential,  secret,  or  top  secret,  or  to  a  restricted  area 
is  responsible  for  knowing  and  for  complying  strictly  with  the  security  regu- 
lations of  the  Department  of  Commerce.  (See  Administrative  Order  207-2.) 

.05  The  prohibition  against  employment  in  the  competitive  civil  service 
of  any  person  who  habitually  uses  intoxicating  beverages  to  excess  (5  U.S.C. 
7352). 

.06  The  prohibition  against  the  misuse  of  a  Government  vehicle  ( 3 1  U.S.C. 
638a (c) ) .  No  employee  may  willfully  use  or  authorize  the  use  of  a  Gk)vem- 
ment-owned  or  Government- leased  passenger  motor  vehicle  or  aircraft  for 
other  than  official  purposes. 

.07  The  prohibition  against  the  use  of  the  franking  privilege  to  avoid 
payment  of  postage  on  private  mail  (18U.S.C.  1719). 

.08  The  prohibition  against  the  use  of  deceit  in  an  examination  or  per- 
sonnel action  in  connection  with  Government  employment  (18  U.S.C. 
1917). 

.09  The  prohibition  against  fraud  or  false  statements  in  a  Government 
matter  (18  U.S.C.  1001).  An  employee  in  connection  with  an  official 
matter  shall  not  knowingly  and  willfully  conceal  or  cover  up  a  material  fact 
or  falsify  official  papers  or  documents. 

.10  The  prohibition  against  multilating  or  destroying  a  public  record  (18 
U.S.C.  2071).  No  employee  may  conceal,  remove,  multilate,  or  destroy 
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Government  documents  or  records  except  for  the  disposition  of  records  in 
accordance  with  la\v  or  regulation. 

.11  The  prohibition  against  counterfeiting  and  forging  transportation  re- 
quests (18  U.S.C.  508) .  Falsely  making,  altering  or  forging,  in  whole  or  in 
part,  any  form  of  transportation  request  is  prohibited. 

.12    The  prohibitions  against: 

a.  Embezzlement  of  Government  money  or  property  (18  U.S.C.  641) .  No 
employee  may  convert  any  Government  money  or  Government  property  to 
his  own  use  or  the  use  of  another  person. 

b.  Failure  to  account  for  public  money  (18  U.S.C.  643) .  Any  employee, 
who,  having  received  public  money  which  he  is  not  authorized  to  retain, 
fails  to  render  his  accounts  for  same  as  provided  by  law,  is  guilty  of 
embezzlement. 

c.  Embezzlement  of  the  money  or  property  of  another  person  in  the  pos- 
session of  the  employee  by  reason  of  his  employment  (18  U.S.C.  654).  An 
employee  is  prohibited  from  embezzling  or  wrongfully  converting  for  his  own 
use  the  money  or  property  of  another  which  comes  under  his  control  as  the 
result  of  his  employment. 

.13  The  prohibition  against  unauthorized  removal  or  use  of  documents 
relating  to  claims  from  or  by  the  Government  ( 18  U.S.C.  285) .  No  employee, 
without  authorit)-,  may  remove  from  the  place  where  it  was  kept  by  authority 
of  the  United  States  any  document,  record,  file,  or  paper  intended  to  be  used 
to  procure  the  payment  of  money  from  or  by  the  United  States  or  the  allow- 
ance or  payment  of  any  claim  against  the  United  States,  regardless  of  whether 
the  document  or  paper  has  already  been  used  or  the  claim  has  already  been 
allowed  or  paid ;  and  no  employee  may  use  or  attempt  to  use  any  such  docu- 
ment, record,  file,  or  paper  to  procure  the  payment  of  any  money  from  or  by 
the  United  States  or  the  allowance  or  payment  of  any  claim  against  the 
United  States. 

.14  The  prohibition  against  proscribed  political  activities,  including  the 
following,  among  others: 

a.  Using  official  authority  or  influence  for  the  purpose  of  interfering 
with  or  influencing  the  result  of  an  election,  except  as  authorized  by  law 
(5  U.S.C.  7324)  ; 

b.  Taking  an  active  part  in  political  management  or  in  political  campaigns, 
except  as  authorized  by  law  (5  U.S.C.  7324)  ; 

c.  Off'ering  or  promising  to  pay  anything  of  value  in  consideration  of  the 
use  of,  or  promise  to  use,  any  influence  to  procure  any  appointive  office  or 
place  under  the  United  States  for  any  person  (18U.S.C.210)  ; 

d.  Soliciting  or  receiving,  either  as  a  political  contribution  or  for  personal 
emolument,  anything  of  value  in  consideration  of  a  promise  of  support  or 
use  of  influence  in  obtaining  for  any  person  any  appointive  office  or  place 
under  the  United  States  ( 18  U.S.C.  211 )  ; 
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e.  Using  official  authority  to  interfere  with  a  Federal  election  (18  U.S. G. 

595)  ; 

f .  Promising  any  employment  compensation,  or  other  benefit  made  possi- 
ble by  Act  of  Congress  in  consideration  of  political  activity  or  support  (18 
U.S.C.  600) ; 

g.  Action  by  a  Federal  officer  or  employee  to  solicit  or  receive,  or  to  be  in 
any  manner  concerned  with  soliciting  or  receiving,  any  contribution  for  any 
political  purpose  whatever  from  any  other  Federal  officer  or  employee  or 
from  any  person  receiving  compensation  for  services  from  money  derived 
from  the  Treasury  of  the  United  States  (18  U.S.C.  602)  ; 

h.  Soliciting  or  receiving  (by  any  person)  anything  of  value  for  any  po- 
litical purpose  whatever  on  any  Government  premises  (18  U.S.C.  603)  ; 

i.  Soliciting  or  receiving  contributions  for  political  purposes  from  smyone 
on  Federal  relief  or  work  relief  ( 18  U.S.C.  604)  ; 

j.  Payment  of  a  contribution  for  political  purposes  by  any  Federal  officer 
or  employee  to  another  Federal  officer  or  employee  (18  U.S.C.  607)  ;  and 

k.  Payment  of  a  political  contribution  in  excess  of  statutory  limitations  and 
purchase  of  goods,  commodities,  advertising,  or  articles  the  proceeds  of  which 
inure  to  the  benefit  of  certain  political  candidates  or  organizations  ( 18  U.S.C. 
608). 

.15  The  prohibition  against  an  employee  acting  as  the  agent  of  a  foreign 
principal  registered  under  the  Foreign  Agents  Registration  Act  (18  U.S.C. 
219). 

APPENDIX  B— POSITION  CATEGORIES,  GRADE  GS-13,  AND 
ABOVE,  REQUIRING  STATEMENTS  OF  EMPLOYMENT  AND 
FINANCIAL  INTERESTS  BY  INCUMBENTS 

(1)  Auditors. 

(2)  Attorneys  other  than  attorneys  engaged  in  patent  examining  or  trade- 
mark examining  operations. 

(3)  Heads  of  divisions  or  comparable  organization  units,  GS-15  or  above. 

(4)  Heads  of  field  offices  or  installations,  GS-15  or  above. 

(5)  Employees  in  positions  involving  assigned  duties  and  responsibilities 
which  require  the  incumbent  to  make  fact-finding  determinations  or  to  exer- 
cise judgment  in  recommending  a  decision  or  an  action  in  regard  to : 

a.  Evaluation,  appraisal,  or  selection  of  contracts  or  sub-contractors,  pros- 
pective contractors  or  prospective  subcontractors,  proposals  of  such  contrac- 
tors or  subcontractors,  the  activities  performed  by  such  contractors  or  sub- 
contractors, or  determination  of  the  extent  of  compliance  of  such  contractors 
or  subcontractors  with  contract  provisions. 

b.  Negotiation,  modification,  or  approval  of  contracts  or  subcontracts. 

c.  Evaluation,  appraisal,  or  selection  of  prospective  project  sites,  or  loca- 
tions of  work  or  activities,  including  real  property  proposed  for  acquisition 
by  purchase  or  otherwise. 
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d.  Inspection  and  quality  assurance  of  material,  products,  or  components 
for  acceptability. 

e.  Rexdevv  or  approval  for  access  permits. 

f.  Technical  planning  or  design  which  involves  the  preparation  of  speci- 
fications or  technical  requirements. 

g.  Negotiation  of  agreements  for  cooperation  or  implementing  arrange- 
ments with  foreign  countries,  international  organizations,  or  non-Federal 
enterprises. 

h.  Analysis,  evaluation,  or  review  of  license  applications. 

i.  Analysis,  evaluation,  or  review  of  licensees'  compliance  with  Depart- 
ment of  Commerce  regulations  and  requirements. 

j.  Utilization  or  disposal  of  excess  or  surplus  property, 
k.  Procurement  of  materials,  services,  supplies,  or  equipment. 
1.  Authorization  or  monitoring  of  grants  or  subsidies  to  educational  in- 
stitutions or  other  non-Federal  enterprises, 
m.  Audit  of  financial  transactions. 

n.  Promulgation  of  safety  standards,  procedures,  and  hazards  evaluation 
systems. 

o.  Other  activities  where  the  decision  or  action  has  a  substantial  economic 
impact  on  the  interests  of  a  non-Federal  enterprise. 

APPENDIX  C— POSITION  CATEGORIES  BELOW  GS-13  REQUIR- 
INC  STATEMENTS  OF  EMPLOYMENT  AND  FINANCIAL  IN- 
TERESTS BY  INCUMBENTS 

(1)  Employees  in  the  field  service  of  the  Maritime  Administration  who 
are  in  the  following  categories  of  positions: 

a.  Shipbuilding  inspector. 

b.  Marine  surveyor. 

c.  Finance  and  supply  officer. 

DEPARTMENT  OF  COMMERCE  ADDITIONAL  POLICIES 
AND  INSTRUCTIONS 

Performance  of  Duty 

Your  supervisor  will  do  everything  possible  to  help  you  develop  your 
abilities  and  be  successful  on  the  job.  However,  your  success  or  lack  of 
success  on  the  job  is  in  large  measure  dependent  on  your  own  performance 
of  duty,  capacity,  and  conduct.  You  must  show  intelligence,  energy,  initia- 
tive, and  cooperativeness  in  doing  your  job  and  developing  your  qualifica- 
tions. The  extent  to  which  you  succeed  or  fail  in  your  job  performance  and 
in  improving  your  capabilities  will  largely  determine  whether  you  are 
promoted,  reassigned  to  other  positions,  demoted,  or  separated  involuntarily. 

Appointing  officers  are  required  to  remove,  demote,  or  reassign  to  another 
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position  any  employee  whose  conduct  or  capacity  is  such  that  his  removal, 
demotion,  or  reassignment  will  promote  the  efficiency  of  the  service. 

Attention  to  Duty 

1.  You  are  responsible  for  devoting  your  full  attention  and  best  efforts 
during  official  working  hours  to  the  duties  of  your  position.  If  sufficient  work 
is  not  available  to  keep  you  fully  occupied  at  any  given  time,  you  are 
responsible  for  informing  your  supervisor  so  that  better  utilization  may  be 
made  of  your  services.  Unnecessary  idleness,  wasting  of  time,  or  failure  to 
be  at  work  on  your  assigned  tasks  cannot  be  permitted. 

2.  Except  in  serious  emergencies,  you  may  not  attend  to  your  personal 
affairs  during  duty  hours. 

Attendance  and  Leave 

1.  In  order  to  conduct  its  business  efficiently,  the  Department  must  be 
able  to  depend  upon  you  to  be  present  for  duty  when  expected.  Absences 
must  be  approved  in  advance  except  in  cases  of  illness  or  other  extenuating 
circumstances.  When  you  are  absent  on  account  of  illness  or  emergency 
you  must,  if  possible,  notify  your  supervisor  before  you  are  scheduled  to 
report  for  duty  or  as  soon  as  practicable  thereafter,  and  must  continue  to 
keep  your  supervisor  informed  as  to  when  you  expect  to  be  able  to  return 
to  work.  Absence  which  is  not  approved  will  be  charged  as  "AWOL,"  i.e., 
absence  without  leave,  and  salary  will  be  withheld  for  the  period  of  the 
absence. 

2.  You  are  responsible  for  rendering  a  full  and  honest  eight-hour  day 
of  work.  Recurring  or  unwarranted  tardiness,  extended  lunch  periods, 
unauthorized  absences  from  your  worksite  during  duty  hours,  and  leaving 
work  early  are  cause  for  disciplinary  action.  If  you  are  a  supervisor,  you  are 
responsible  for  seeing  that  your  subordinates  also  observe  this  policy 
carefully. 

3.  Sick  leave  is  to  be  used  only  for  bona  fide  reasons  as  specified  in  Chap- 
ter V.  It  may  not  be  used  merely  for  rest,  for  minor  indispositions,  or  to 
supplement  annual  leave. 

Appearance  and  Manner  During  Working  Hours 

The  Department  expects  its  employees  to  maintain  a  neat,  clean,  busi- 
ness-like appearance  and  manner  to  the  maximum  practicable  extent  during 
working  hours.  Clothing  and  behavior  must  be  appropriate  to  the  conduct 
of  Government  business  in  an  efficient,  reasonably  dignified  manner,  and 
shall  avoid  anything  which  tends  to  result  in  criticism  of  the  Department 
or  controversy  among  employees. 

Relationships  With  Other  Employees 

1.  Supervisors  and  officials  are  required  to  avoid  personal  relationships 
with  any  employee  over  whom  they  have  direct  or  indirect  supervision 
or  control  or  whose  work  they  review  in  a  staff  capacity  which  appear 
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to  reflect  favoritism  or  prejudice  with  respect  to  the  employee,  or  which 
appear  to  reflect  their  being  under  obligation  to  the  employee. 

2.  Supervisors  and  officials  may  not  engage  in  any  private  activity  which 
could  reasonably  be  construed  as  tending  to  prevent  them  from  treating 
in  an  impartial  manner  employees  who  are  directly  or  indirectly  under 
their  supervision  or  control  or  whose  work  they  review  in  a  staff  capacity. 

General  Contacts  With  the  Public 

Employees  who  are  in  direct  contact  with  the  public  play  a  most  signifi- 
cant role  in  determining  the  public  attitude  toward  the  Department,  both 
by  the  manner  in  which  they  serve  the  public  and  by  the  way  in  which 
they  conduct  themselves  generally  in  the  view  of  the  public. 

In  your  contacts  with  the  public,  the  business  community,  the  Con- 
gress, and  other  Government  employees,  whether  by  telephone,  by  letter, 
or  in  person,  you  represent  the  Department  and  your  bureau  or  office.  In 
all  these  relationships,  you  are  expected  to  be  courteous,  considerate,  and 
prompt;  to  maintain  a  creditable  appearance;  and  to  behave  with  un- 
questionable propriety. 

The  use  of  a  military  or  quasi-military  title  (e.g.,  Colonel  or  Captain) 
by  a  civilian  officer  or  employee  of  the  Department  in  connection  with  his 
official  duties  in  the  Department  should  be  avoided  unless  its  use  is  espe- 
cially justified  by  the  nature  of  the  duties  performed  (e-g.^  faculty  of  the 
U.S.  Merchant  Marine  Academy) . 

Use  of  Facilities 

1.  Telephones. — Government  telephones  are  provided  for  use  in  con- 
ducting official  business  and  should  not  be  used  for  making  personal  calls. 
Important  and  necessary  incoming  personal  calls  may  be  received  over 
official  telephones,  but  you  should  request  friends  and  relatives  not  to  call 
you  while  at  work  except  in  emergencies. 

2.  Personal  Mail. — ^You  should  have  your  personal  mail  directed  to  your 
home  address.  The  continued  receipt  by  emplbyees  of  personal  mail  at  their 
place  of  work  is  prohibited. 

3.  Misuse  of  Government  Property. — Unauthorized  use  of  or  willful  or 
negligent  loss,  damage,  or  other  misuse  of  government  property  including 
equipment,  tools,  and  instruments,  is  prohibited.  This  prohibition  also  ap- 
plies to  defacing  government-occupied  buildings,  offices,  restrooms,  and  other 
facilities. 

4.  Negligence. — Employees  who  are  negligent  in  their  attention  to  or 
performance  of  duty,  or  who  are  careless  in  workmanship  with  the  result 
that  (a)  public  funds  are  wasted,  (b)  man  hours  are  uselessly  expended, 
or  (c)  supplies,  equipment,  or  other  government  facilities  are  wasted,  are 
subject  to  disciplinary  action. 
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Discount  Purchasing  Activities 

1.  No  employee  of  the  Department  may,  during  official  working  hours, 
engage  in  or  promote  employee  discount  purchasing  activities  on  the  De- 
partment's premises,  regardless  of  whether  he  is  in  a  duty  or  non-duty 
status,  without  official  authorization. 

2.  No  space  of  the  Department  may  be  used  to  store  or  display  consumer 
merchandise  available  to  employees  for  purchase  at  a  discount,  without 
official  authorization. 

3.  No  facilities  or  supplies  of  the  Department  (e.g..  Government  sta- 
tionery, stamps,  official  telephones,  official  mail,  or  official  messenger  serv- 
ice) may  be  used  in  soliciting  discounts  or  in  communications  relating 
thereto,  without  official  authorization. 

Christmas  and  New  Year's  Activities 
During  the  Christmas  season  the  folowing  policies  will  be  observed: 

1.  Supervisors  should,  upon  request,  grant  annual  leave  (and,  if  neces- 
sary, leave  without  pay)  on  a  liberal  basis  to  all  employees  whose  services 
can  be  spared  during  the  holiday  period. 

2.  Not  to  exceed  one  hour  of  work  time  may  be  utilized  on  either  of  the 
last  two  workdays  before  Christmas  for  the  observzince  of  Christmas  ameni- 
ties in  each  operating  unit.  This  hour  may  be  combined  with  the  regular 
30-minute  lunch  period  if  desired.  Any  and  all  activities  relating  to  ob- 
servance of  the  Christmas  Holiday  on  premises  occupied  by  the  Department 
must  be  carried  out  during  the  above-mentioned  period.  No  employee  may 
be  granted  excused  absence  during  this  period.  No  activities  may  be  carried 
out  on  Department  premises  after  working  hours.  Reasonable  arrangements 
should  be  made  to  permit  employees  to  participate  in  activities  scheduled 
for  the  Department  as  a  whole  in  addition  to  those  scheduled  by  an  oper- 
ating unit. 

3.  The  conduct  of  all  officials  and  employees  on  Department  premises 
must  be  of  such  a  nature  that  the  Department  will  be  free  from  reasonable 
criticism  of  any  kind. 

4.  No  officer  or  employee  of  the  Department  may  at  any  time  accept  or 
receive  any  gift  or  gratuity  in  violation  of  Department  Order  77,  the  text 
of  which  is  set  forth  above.  Any  such  gift  or  gratuity  which  may  be  tendered 
must  be  returned  forthwith  to  the  sender,  with  a  letter  expressing  thanks 
and  explaining  the  Department's  policy  on  the  matter.  A  copy  of  each  such 
letter  must  be  filed  with  the  head  of  the  primary  or  constituent  operating 
unit  concerned. 

Reporting  Possible  Violations  of  Title  18,  U.S.  Code  {Criminal  Laws) 

Any  employee  believing  that  he  has  information  pertaining  to  a  possible 
violation  of  Title  18,  U.S.  Code  (the  criminal  laws) ,  is  responsible  for  bring- 
ing such  information  immediately  to  the  attention  of  the  Director,  Office  of 
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Investigations  and  Security  of  the  Department  of  Commercej  or  if  this  is 
not  feasible,  to  the  appropriate  security  officer  of  his  operating  unit. 

A  list  of  some  of  the  matters  included  in  Title  18,  U.S.  Code,  is  set  forth 
above  in  the  Appendix  to  Department  Order  77. 

REGULATIONS  OF  THE  GENERAL  SERVICES  ADMINISTRA- 
TION APPLICABLE  TO  CONDUCT  ON  FEDERAL  PROPERTY 
(41  CFR  101-19.300—101-19.313) 

101-19.300  General 

These  rules  and  regulations  apply  to  all  Federal  property  under  the  charge 
and  control  of  the  General  Services  Administration  and  to  all  persons  enter- 
ing in  or  on  such  property.  Unless  otherwise  stated  herein,  Federal  property, 
under  the  charge  and  control  of  the  General  Services  Administration  is  re- 
ferred to  as  "property,"  and  "public  space"  means  the  General  Services 
Administration  controlled  entrances,  lobbies,  foyers,  corridors,  and  audi- 
toriums when  used  for  public  meetings.  It  is  the  responsibility  of  the  occu- 
pant agencies  to  require  observance  of  these  rules  and  regulations  by  their 
employees. 

101-19.301    Recording  Presence 

Except  as  otherwise  ordered,  property  shall  be  closed  to  the  public  after 
normal  working  hours.  Properties  shall  also  be  closed  to  the  public  in  emer- 
gency situations  and  at  such  other  times  as  may  be  necessary  for  the  orderly 
conduct  of  the  Government's  business.  Admission  to  properties  during  peri- 
ods when  such  properties  are  closed  to  the  public  will  be  limited  to  author- 
ized individuals  who  may  be  required  to  sign  the  register  and/or  display 
identification  documents  when  requested  by  the  guard,  watchman,  or  other 
authorized  individuals. 

101-19.302 — Preservation  of  Property 

It  is  unlawful  to  willfully  destroy,  damage,  or  remove  property  or  any  part 
thereof. 

101-19.303    Conformity  With  Signs  and  Emergency  Directions 

Persons  in  and  on  property  shall  comply  with  official  signs  of  a  prohibitory 
or  directory  nature,  and,  during  emergencies,  with  the  directions  of  author- 
ized individuals. 

101-19.304  Nuisances 

The  use  of  loud,  abusive,  or  otherwise  improper  language,  unwarranted 
loitering,  sleeping  or  assembly,  the  creation  of  any  hazard  to  persons  or  things, 
improper  disposal  of  rubbish,  spitting,  prurient  prying,  the  commission  of 
any  obscene  or  indecent  act,  or  any  other  unseemly  or  disorderly  conduct  on 
property,  throwing  articles  of  any  kind  from  a  building  and  climbing  upon 
any  part  of  a  building,  is  prohibited. 
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101-19.305  Gambling 

Participating  in  games  for  money  or  other  personal  property,  or  the  opera- 
tion of  gambling  devices,  the  conduct  of  a  lottery  or  pool,  or  the  selling  or 
purchasing  of  numbei;?  tickets,  in  or  on  property,  is  prohibited. 

101-19.306    Intoxicating  Beverages  and  Narcotics 

Entering  property  or  the  operating  of  a  motor  vehicle  thereon,  by  a  person 
under  the  influence  of  intoxicating  beverages  or  narcotic  drug,  or  the  con- 
sumption of  such  beverages  or  the  use  of  such  drug  in  or  on  property,  is 
prohibited, 

101-19.307    Soliciting,  Vending,  Debt  Collection,  and  Distribution  of 
Handbills 

The  soliciting  of  alms  and  contributions,  commercial  soliciting  and  vend- 
ing of  all  kinds,  the  display  or  distribution  of  commercial  advertising,  or  the 
collecting  of  private  debts,  in  or  on  property,  is  prohibited.  This  section  does 
not  apply  to  national  or  local  drives  for  funds  for  welfare,  health,  and  other 
purposes  sponsored  or  approved  by  the  occupant  agencies,  concessions,  or 
personal  notices  posted  by  employees  on  authorized  bulletin  boards.  Distri- 
bution of  material  such  as  pamphlets,  handbills,  and  flyers  is  prohibited 
wiithout  prior  approval  of  authorized  individuals. 

101-19.308  Photographs  for  News,  Advertising,  or  Commercial  Purposes 
Except  where  security  regulations  apply,  or  a  Federal  court  order  or  rule 
prohibits  it,  photographs  for  news  purposes  may  be  taken  in  public  space, 
without  prior  permission.  Photographs  for  advertising  and  commercial  pur- 
poses may  be  taken  in  public  space  only  with  the  prior  written  permission  of 
the  Building  Manager.  Photographs  for  news,  advertising,  or  commercial 
purposes  may  be  taken  in  space  occupied  by  a  tenant  agency  only  with  the 
consent  of  the  occupying  agency  concerned. 

101-19.309    Dogs  and  Other  Animals 

Dogs  and  other  animals,  except  seeing-eye  dogs,  shall  not  be  brought  upon 
property  for  other  than  official  purposes. 

101-19.310    Vehicular  and  Pedestrian  Traffic 

(a)  Drivers  of  all  vehicles  in  or  on  property  shall  drive  in  a  careful  and 
safe  manner  at  all  times  and  shall  comply  with  the  signals  and  directions  of 
guards  and  all  posted  traffic  signs;  (b)  the  blocking  of  entrances,  driveways, 
walks,  loading  platforms,  or  fire  hydrants  in  or  on  property  is  prohibited; 
(c)  except  in  emergencies,  parking  in  or  on  property  is  not  allowed  without 
a  permit.  Parking  without  authority,  parking  in  unauthorized  loca,tions  or 
in  locations  reserved  for  other  persons  or  continuously  in  excess  of  18  hours 
without  permission,  or  contrary  to  the  direction  of  posted  signs  is  prohibited. 
This  section  may  be  supplemented  from  time  to  time  with  the  approval  of 
the  appropriate  Regional  Administrator,  by  the  issuance  and  posting  of  spe- 
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cific  traffic  directives  as  may  be  required,  and  when  so  issued  and  posted  such 
directives  shall  have  the  same  force  and  effect  as  if  made  a  part  hereof. 

101-19.311    Weapons  and  Explosives 

No  person  while  on  property  shall  carry  firearms,  other  dangerous  or 
deadly  weapons,  or  explosives,  either  openly  or  concealed,  except  for  official 
purposes. 

101-19.312  Nondiscrimination 

There  shall  be  no  discrimination  by  segregation  or  otherwise  against  any 
person  or  persons  because  of  race,  creed,  color,  or  national  origin,  in  furnish- 
ing, or  by  refusing  to  furnish  to  such  person  or  persons  the  use  of  any  facility 
of  a  public  nature,  including  all  services,  privileges,  accommodations,  and 
activities  provided  thereby  on  property. 

101-19.313    Penalties  and  Other  Law 

Whoever  shall  be  found  guilty  of  violating  the  rules  and  regulations  in  this 
Subpart  101-19.3,  while  on  property  over  which  the  United  States  exercises 
exclusive  or  concurrent  legislative  jurisdiction,  is  subject  to  fine  of  not  more 
than  $50  or  imprisonment  of  not  more  than  30  days  or  both  (see  40  U.S.C. 
318c).  Nothing  contained  in  the  rules  and  regulations  in  this  Subpart 
101.19.3  shall  be  construed  to  abrogate  any  other  Federal  laws  or  regulations, 
or  any  State  and  local  laws  and  regulations,  applicable  to  any  area  in  which 
property  is  situated. 
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NBS  POLICIES  ON  PUBLIC  INFORMATION  AND  COURT 
ACTIONS 

Release  of  Information  or  Opinion  on  Official  Matters 

Whenever  an  employee  says  or  writes  something  about  the  Bureau  (or  the 
Government) ,  people  may  assume  he  is  expressing  official  opinion  or  stating 
verified  facts.  Even  though  he  presents  his  opinion  as  a  personal  one,  it  is 
hard  for  listeners  to  distinguish  this  from  official  opinion. 

In  one  sense,  this  is  fortunate  for  it  enables  each  employee  to  be  an  am- 
bassador of  his  organization,  "representing"  it  in  the  public  eye.  In  another 
sense,  however,  the  very  fact  that  he  tends  to  be  regarded  as  a  "representa- 
tive," even  away  from  regular  work,  carries  with  it  an  obligation  to  be 
factual  and  to  use  good  judgment. 

If  you  speak  or  write  for  some  pubhc  audience — even  a  small  one — on 
any  subject  having  to  do  with  the  Bureau,  it  is  important  that  your  super- 
visor know  this  and  arrange  for  any  necessary  approval.  Before  publishing 
an  article  or  making  a  speech  on  NBS  technical  subjects,  you  must  make 
sure  that  the  Editorial  Committee  sees  no  objection.  If  in  doubt  as  to 
whether  clearance  is  needed,  check  with  the  Secretary  of  the  Editorial 
Committee  through  your  supervisor  or  Division  Chief.* 

Should  you  receive  a  request  from  the  press  or  other  public  information 
media  for  material  bearing  on  official  business,  it  is  generally  good  practice 
to  refer  the  request  to  the  Office  of  Technical  Information;*  or  if  this  is  not 
feasible,  to  a  senior  official.  If  it  is  appropriate  that  you  respond  to  the  re- 
quest yourself,  obtain  approval  from  these  sources  in  advance ;  or  in  the  rare 
case  when  even  that  is  not  possible,  report  to  them  immediately  afterwards. 
Only  with  the  use  of  good  judgment  and  reporting,  backed  by  the  necessary 
clearance,  can  the  public  be  given  a  coherent  picture  of  NBS  policies  and 
activities.  Whatever  the  picture  created  in  the  public's  mind  by  Bureau 
employees,  the  Director  must  stand  ultimately  responsible. 

Employee  Participation  in  Private  Court  Actions 

Occasionally,  a  Bureau  staff  member  is  invited  to  serve  as  an  expert  witness 
in  a  legal  suit  related  to  the  work  of  the  Bureau.  It  is  against  Bureau  pol- 
icy to  have  an  NBS  staff  member  testify  as  an  expert  witness  in  a  private 

*In  Boulder,  refer  inquiries  to  the  Technical  Information  Officer. 
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lawsuit.  If  expert  testimony  in  a  particular  field  is  not  readily  available 
elsewhere  and  an  exception  to  this  policy  appears  warranted,  the  attorney 
or  the  party  he  represents  may  consult  the  Legal  Advisor  or,  in  his  absence^ 
the  Associate  Director  for  Administration. 

You  should  refrain  from  discussing  Bureau  research,  tests,  or  other  tech- 
nical work  with  either  party  to  a  civil  or  criminal  suit.  If  questioned, 
explain  that  results  of  Bureau  research  are  published  and  that  most  Bureau 
tests  are  performed  for  other  Federal  agencies,  the  results  being  subject  to 
release  by  them.  If  you  receive  any  type  of  inquiry  from  an  attorney  who 
might  be  interested  in  litigation  on  matters  related  in  any  way  to  Bureau 
activities,  you  should  prompdy  notify  your  supervisor  and  the  Legal  Advisor. 
If  he  is  not  available,  contact  the  Associate  Director  for  Administration. 

If  you  receive  a  subpena  in  a  suit  for  the  purpose  of  giving  expert  testi- 
mony, you  must,  of  course,  comply;  but  you  should  notify  the  NBS  Legal 
Advisor  promptly.  You  should  also  notiify  him  if  you  expect  to  receive  a 
subpena.  In  either  case,  he  will  apprise  you  of  Bureau  policy  and  explain 
your  rights  as  a  witness.  If  he  considers  it  necessary,  he  may  contact  the 
attorney  for  the  party  desiring  your  testimony  to  obtain  all  of  the  pertinent 
facts  so  that  the  Director  and  Associate  Director  for  Administration  may 
be  kept  informed.  Subpenas  to  appear  in  court  actions  are  generally  re- 
lated to  tests  previously  conducted  by  the  Bureau.  Often  the  evidence  can 
be  supplied  by  a  deposition,  thus  eliminating  the  need  for  appearance  in 
court. 

If  you  ever  testify,  confine  your  testimony  to  facts  known  to  you  per- 
sonally. Do  not  introduce  official  records  as  evidence  or  express  opinions 
as  an  expert  witness  without  authorization  from  superiors. 
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CHAPTER   VI  I  I 


Your  Rights  as  a 
Public  Employee 


As  an  employee  of  the  Federal  Gov- 
ernment, you  enjoy  a  number  of  rights  and  benefits  which  are  sum- 
marized in  this  handbook  along  with  your  obligations.  In  this  chapter 
you  will  find  an  explanation  of  such  rights  as  are  not  fully  described 
elsewhere  in  the  handbook.  You  have  also  the  right  to  further  explana- 
tion or  confidential  discussion  of  any  employment-related  matter  with  your 
personnel  office. 


LABOR  ORGANIZATIONS  (UNIONS) 

By  Executive  Order  of  the  President,  each  employee  has  the  right  to  join 
a  labor  organization  or  not  to  do  so,  and  is  protected  in  the  exercise  of 
this  right  without  fear  of  penalty  or  reprisal.  Employees  are  also  free 
to  form  or  assist  labor  organizations,  tc  participate  in  managing  them,  and 
to  act  as  labor  organization  representatives.  There  are  a  few  exceptions: 
supervisors  may  not  participate  in  the  management  or  representation  of 
such  organizations,  nor  may  other  employees  whose  participation  would 
involve  an  apparent  conflict  of  interest  with  their  official  duties.  There 
is  no  restriction,  however,  on  supervisors  joining  or  maintaining  member- 
ship in  a  labor  organization. 

There  are  several  labor  organizations  that  have  local  units  in  the  Depart- 
ment for  the  primary  purpose  of  improving  working  conditions  among 
employees.  If  the  employees  where  you  work  have  elected  a  labor  orga- 
nization to  be  the  exclusive  representative  for  all  the  employees,  you  may 
find  there  is  a  written  agreement  providing  that  dues  can  be  paid  through 
payroll  allotment  and  that  there  are  special  negotiated  procedures  to 
handle  complaints.  Even  where  there  is  exclusive  recognition  of  a  par- 
ticular labor  organization,  you  remain  free  to  join  or  not,  to  bring  matters 
of  personal  concern  to  appropriate  officials,  and  to  use  established  appeal 
and  grievance  procedures  for  any  matter  not  specifically  covered  by  a 
written  agreement. 
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EQUAL  EMPLOYMENT  OPPORTUNITY 


As  required  by  law  and  by  Executive  Order  of  the  President,  it  is  the  firm 
policy  of  the  Department  to  provide  equal  opportunity  in  employment 
for  all  persons,  to  prohibit  discrimination  in  employment  because  of  race, 
color,  religion,  sex,  or  national  origin,  and  to  promote  the  full  realization 
of  equal  employment  opportunity  through  a  continuing  affirmative  action 
program.  This  policy  applies  to  every  aspect  of  hiring,  training,  pro- 
moting, and  other  official  dealings  with  employees.  It  is  supported  by 
annual  plans  of  action  and  periodic  statistical  reports  that  are  used  by 
the  top  managers  in  each  operating  unit  of  the  Department  to  measure 
progress  in  the  hiring,  training  and  promotion  of  women  and  members 
of  minority  groups.  Across  the  country  the  Department  has  designated 
numerous  Equal  Employment  Opportunity  Counselors  who  can  help  to 
resolve  individual  problems  or  to  develop  better  understanding.  Each 
major  personnel  office  also  has  designated  a  Federal  Women's  Program 
Coordinator  to  focus  on  the  status  of  women  employees  and  the  oppor- 
tunities for  improvement.  The  names  and  locations  of  the  EEO  Coun- 
selors and  Federal  Women's  Program  Coordinator  for  your  organization 
will  be  found  wherever  employee  notices  are  posted. 

You  may  consult  these  individuals  (or  your  personnel  office  if  more 
convenient)  on  any  question  or  problem  concerning  the  fairness  of  em- 
ployment practices  in  the  Department.  However,  if  a  question  of  actual 
discrimination  arises,  it  is  required  that  you  discuss  the  matter  first  with 
your  EEO  Counselor,  who  may  be  able  to  resolve  the  problem  informally. 
When  informal  efforts  fail  and  a  written  complaint  of  discrimination  is 
filed,  the  Department  is  required  by  law  to  investigate,  arrange  for  a 
hearing  as  necessary,  and  reach  a  decision  within  180  days.  When  a  deci- 
sion is  made  (or  when  the  time  for  it  has  expired),  a  complainant  can 
appeal  further  to  the  U.S.  Civil  Service  Commission  and  also  can  file  suit 
in  the  appropriate  U.S.  District  Court.  An  Equal  Employmnet  Oppor- 
tunity Counselor  will  provide  a  detailed  explanation  of  the  complaint 
and  appeal  procedure  when  consulted  in  a  specific  case. 

APPEALS 

By  law,  regulation,  and  Department  policy,  certain  employees  are  entitled 
to  appeal  specific  actions  taken  by  the  Department  which  are  unfavorable 
to  them.  Exact  appeal  rights  and  procedures  depend  on  what  is  being 
appealed.  A  somewhat  general  description  is  given  here,  because  any 
employee  entitled  to  an  appeal  is  given  a  detailed  explanation  at  the 
time  an  unfavorable  action  is  taken. 

If  you  are  in  the  competitive  service  (except  as  a  probationer  or  under 
a  time-limited  appointment),  you  may  appeal  a  removal,  reduction  in 
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grade  or  compensation,  furlough,  or  suspension  for  more  than  30  days 
within  the  Department.  In  the  process  of  getting  a  higher-level  review 
and  decision,  you  may  be  represented  by  anyone  of  your  choice,  you  may 
use  a  reasonable  amount  of  time  to  prepare  and  present  your  appeal, 
and  you  may  have  a  hearing  on  request.  There  is  also  a  right  of  further 
appeal  to  the  U.S.  Civil  Service  Commission,  or  of  immediate  appeal  to 
the  Commission  without  the  appeal  within  the  Department. 

Another  right  of  appeal  pertains  to  the  grade  of  your  job.  Whether  you 
are  paid  under  the  General  Schedule  or  the  Prevailing  Rate  System  or 
another  system,  if  at  any  time  you  feel  that  the  grade  or  pay  set  for  your 
job  are  not  correct,  you  should  first  discuss  the  matter  with  your  super- 
visor (or  if  more  convenient,  with  the  appropriate  specialist  in  your  per- 
sonnel office) .  If  you  are  still  not  satisfied,  you  should  state  in  writing 
to  your  personnel  office  what  changes  you  think  are  justified  and  why. 
The  decision  of  your  personnel  office  may  be  appealed  to  the  Office  of 
Personnel  of  the  Department,  with  a  right  of  further  appeal  to  the  Civil 
Service  Commission.  General  Schedule  employees  have  the  right  of  initial 
direct  appeal  to  the  Commission,  but  the  Commission  encourages  an  ap- 
peal to  the  Department  first,  unless  there  is  good  reason  not  to  do  so. 

At  times  an  unfavorable  action  (such  as  being  separated  or  moved  to 
a  lower  grade)  is  caused  by  a  reduction  in  force  (RIF),  which  generally 
results  from  such  circumstances  as  reorganization,  transfer  of  function, 
or  lack  of  work  or  funds;  in  a  RIF,  the  Department's  discretion  in  laying 
ofT  employees  is  tightly  controlled  by  Civil  Service  regulations.  If  you 
are  affected  by  RIF,  you  receive  at  least  30  days'  notice  before  the  action 
wdll  occur,  and  you  are  entitled  to  check  the  current  instructions  on  the 
subject  and  to  review  records  that  show  the  relative  standing  of  all  em- 
ployees involved.  If  you  feel  that  the  regulations  are  not  being  followed, 
you  may  appeal  directly  to  the  Civil  Service  Commission.  (More  infor- 
mation about  reductions  in  force  is  found  in  Chapter  XV.) 

Special  appeal  procedures  are  provided  to  cover  disagreements  over 
an  employee's  performance.  Annual  performance  ratings  (outstanding, 
satisfactory,  or  unsatisfactory)  are  required  by  law.  Ratings  other  than 
satisfactory  require  considerable  justification  and  are  not  often  given. 
However,  any  difference  of  opinion  over  a  performance  rating  should  be 
discussed  first  with  the  supervisors  who  assigned  and  reviewed  the  rating 
before  you  resort  to  an  appeal.  Unsatisfactory  ratings  may  be  appealed 
to  an  impartial  board  of  review  in  your  operating  unit  and  also  to  a  board 
headed  by  a  Civil  Service  Commission  representative;  satisfactory  ratings 
are  appealable  to  one  of  these  bodies  but  not  to  both. 

General  Schedule  employees  receive  within-grade  salary  increases  when 
they  are  performing  at  an  "acceptable  level  of  competence" — a  condition 
that  presupposes  more  than  adequate  performance.  An  employee  whose 
within-grade  increase  is  denied  can  appeal  for  an  impartial  review  of  the 
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decision  within  the  Department  by  an  official  higher  than  the  one  who 
had  made  the  initial  decision,  and  there  is  a  right  of  further  appeal  to 
the  Civil  Service  Commission.  Prevailing  Rate  System  employees  receive 
step-increases  based  directly  on  satisfactory  performance  ratings. 

GRIEVANCES 

You  have  undoubtedly  learned  to  overlook  some  things  that  do  not  suit 
you  exactly,  and  to  get  along  with  people  without  being  too  sensitive. 
You  can  understand  also  that  although  the  Department  makes  every 
efTort  to  ensure  that  all  employees  are  treated  with  consideration  and  fair- 
ness, under  decent  working  conditions,  it  is  impossible  to  satisfy  every- 
body all  the  time.  However,  there  may  be  times  when  you  feel  that 
certain  actions,  decisions,  or  working  conditions  definitely  require  correc- 
tive action.  At  such  a  time  you  should  use  the  grievance  procedure  to 
present  your  complaint  in  an  orderly  manner.  The  grievance  procedure 
covers  any  working  condition,  unfair  treatment,  disciplinary  action,  or 
other  administrative  situations  which  can  be  remedied  by  officials  of  the 
Department  of  Commerce  and  which  is  not  already  covered  by  another 
type  of  appeal.  If  a  labor  organization  representing  you  and  your  fellow 
employees  has  negotiated  a  special  grievance  procedure  as  part  of  a 
written  agreement,  that  grievance  procedure  must  be  used  to  resolve 
problems  and  complaints  covered  by  the  agreement.  In  all  other  situa- 
tions, the  grievance  procedure  is  as  follows. 

The  first  step  is  to  discuss  the  problem  informally  and  promptly  v^th 
your  supervisor  or  with  whatever  official  has  the  authority  to  resolve  the 
problem.  Most  problems  are  settled  in  this  way  and  do  not  grow  into 
formal  grievances.  If  the  problem  remains  unsettled  despite  the  sincerest 
eflforts  on  both  sides,  you  may  then  present  your  grievance  in  writing  to 
a  higher-level  official,  stating  what  the  problem  is,  what  you  have  tried 
to  do  about  it,  and  what  remedy  you  are  proposing.  The  official  who 
deals  with  your  written  formal  grievance  is  usually  designated  by  the  head 
of  an  operating  unit  or  by  the  head  of  a  major  field  organization,  depend- 
ing on  the  nature  of  the  problem.  You  should  consult  your  administra- 
tive office  or  personnel  office  without  delay  when  you  think  it  is  neces- 
sary to  file  a  formal  grievance,  so  that  the  complaint  will  go  to  the  proper 
person  within  the  prescribed  time  limit  and  in  accordance  with  the  other 
procedures  of  your  unit. 

The  official  who  receives  your  written  grievance  will  give  you  a  deci- 
sion within  a  specific  time  limit.  If  the  decision  is  unacceptable  to  you, 
you  may  request  that  he  reconsider  it  and  that  he  call  in  a  grievance 
examiner  if  he  cannot  provide  relief.  A  grievance  examiner  conducts 
whatever  inquiry  seems  necessary  and  prepares  a  report  of  his  findings 
and  recommendations,  which  then  ordinarily  become  part  of  the  final 
decision. 
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In  exercising  the  right  to  present  a  grievance  in  a  responsible  and  or- 
derly manner,  you  may  not  suffer  discrimination  or  reprisal.  You  are 
entitled  to  name  anyone  of  your  choice  to  represent  you  in  the  matter, 
and  you  may  have  a  reasonable  amount  of  official  time  to  present  your 
grievance  to  the  proper  officials.  While  a  grievance  is  under  considera- 
tion, you  are  expected  to  avoid  lengthy  discussion  of  the  subject  during 
working  hours  and  to  continue  doing  your  job  as  well  as  possible. 
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CHAPTER  IX 


Your 

Group  Life  Insurance 
and 

Health  Benefits  Program 

GROUP  LIFE  INSURANCE 


As  a  Federal  employee  you  are  eli- 
gible for  the  financial  protection  of  Federal  Employees  Group  Life  Insur- 
ance unless  your  employment  is  temporary,  intermittent,  fee-basis,  or  other- 
wise excluded  from  coverage  by  specific  regulation.  This  chapter  summar- 
izes the  features  of  this  life  insurance. 


BENEFITS 

1.  Low-cost  life  insurance  without  a  medical  examination. 

2.  Convenient  premium  payment  through  payroll  deduction. 

3.  Coverage  in  an  amount  at  least  $2,000  more  than  your  annual  salary 
(regular  insurance),  and  an  additional  flat  $10,000  worth  of  insurance 
if  you  want  more  protection  (optional  insurance). 

4.  Double  indemnity  for  accidental  death. 

5.  Payment  for  accidental  loss  of  eyesight  or  one  or  more  limbs. 

6.  Continued  protection  after  retirement. 

7.  Continued  protection  for  up  to  12  months  in  a  non-pay  status,  and 
longer  if  you  are  disabled  and  being  compensated  by  the  Department 
of  Labor  for  a  job-related  illness  or  injury. 


CHOICE  OF  INSURANCE 

Unless  you  waive  coverage,  you  have  the  regular  insurance  from  the 
first  day  of  your  Government  employment.  It  is  based  on  your  annual  salary 
rounded  to  the  next  higher  thousand,  plus  $2,000.  However,  all  insured 
employees  are  covered  for  at  least  $10,000.  The  amount  of  insurance 
changes  automatically  when  your  salary  rate  increases  to  a  higher  thousand, 
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and  the  cost  to  you  is  27^2  cents  per  $1,000  of  insurance  each  pay  period. 
The  following  examples  show  how  regular  insurance  works: 


More  Than 


Annual  Pay 


Not  More  Than 


Amount  of 
Insurance 


Biweekly 
Deductions 


$ 


0 

8,000 
9,000 


$  8,000 
9,000 
10,000 


$10,000 
11,000 
12,000 


$2.75 
3.03 
3.30 


17,000 
18,000 
eic. 


18,000 
19,000 


20,000 
21,000 


5.50 
5.78 


etc. 


etc. 


etc. 


Unless  you  waive  regular  insurance,  you  may  elect  or  decline  optional 
insurance  within  31  days  from  the  date  of  your  appointment.  Optional  in- 
surance is  a  flat  $10,000  over  and  above  the  regular  insurance,  and  its  cost 
will  vary  according  to  your  age.  The  employee  pays  the  full  cost  of  optional 
insurance. 

If  you  waive  the  regular  insurance  (or  decline  the  optional),  or  cancel 
after  being  insured  initially,  your  decision  remains  in  effect  even  during 
subsequent  periods  of  employment  if  you  have  a  break  in  service.  You  can 
obtain  group  life  insurance  coverage  after  the  expiration  of  a  year  or  more 
since  your  declination,  but  you  must  apply,  be  under  age  50,  and  be  in 
good  health  (normally  determined  by  a  medical  examination) . 

BENEFICIARIES 

Benefits  for  accidental  loss  of  eyesight  or  a  limb  are  payable  directly  to 
you.  Unless  you  designate  otherwise,  death  benefits  are  payable  in  the  fol- 
lowing order  of  precedence:  (1)  To  your  widow  or  widower,  (2)  to  your 
child  or  children,  (3)  to  your  parents,  (4)  to  the  administrator  of  your 
estate,  (5)  to  the  next  of  kin  under  the  laws  of  your  State.  If  you  want  to 
change  this  order  of  precedence  or  name  some  other  person  or  legal  entity, 
you  should  file  a  completed  Standard  Form  54,  "Designation  of  Benefici- 
ary," with  your  personnel  office.  If  you  transfer  between  Government  agen- 
cies, this  designation  becomes  void  and  must  be  done  again. 

INSURANCE  AFTER  RETIREMENT 

You  keep  your  regular  life  insurance  (without  the  accidental  death  and 
dismemberment  insurance)  at  no  further  cost  when  you  retire  on  an  im- 
mediate annuity  with  at  least  12  years  of  creditable  service,  or  for  disability. 
Optional  insurance  is  free  after  you  reach  age  65.  However,  after  you  have 
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retired  and  passed  age  65,  all  your  insurance  is  reduced  by  2  percent  of  its 
original  value  each  month  until  it  has  decreased  to  25  percent  of  the  origin- 
al amount.  For  example,  if  you  have  $12,000  of  insurance,  this  amount  will 
reduce  by  $240  each  month  until  the  value  becomes  $3,000. 

ADDITIONAL  INFORMATION 

Each  insured  employee  receives  a  Federal  Employee  Group  Life  Insurance 
Certificate,  which  should  be  kept  in  a  safe  place  with  other  permanent 
records  of  value.  The  Certificate  provides  more  detailed  information  about 
your  life  insurance,  including  such  subjects  as  filing  a  claim,  or  converting 
to  an  individual  policy  if  you  leave  Government  service.  For  more  informa- 
tion that  fits  your  own  situation,  you  should  contact  your  personnel  office. 

HEALTH  BENEFITS  PROGRAM 

Under  the  Federal  Employees'  Health  Benefits  Program,  you  can  protect 
yourself  and  your  family  against  the  costs  of  illness  or  accident.  The  only 
employees  not  eligible  to  enroll  are  those  serving  under  temporary  appoint- 
ments limited  to  one  year  or  less,  intermittent  employees  (those  with  no 
regular  tour  of  duty),  those  employed  on  a  fee  basis,  and  those  who  are 
already  covered  under  the  Program  through  another  person's  "family"  en- 
rollment. 

The  decision  to  enroll  is  entirely  voluntary,  but  a  new  employee  must 
register  to  enroll  or  not  to  enroll  within  3 1  days  after  entering  on  duty.  The 
program  offers  you: 

1.  A  choice  among  several  plans,  with  different  benefits  and  at  different 
prices. 

2.  Better  rates  than  under  individual  contracts,  through  Government 
contributions  toward  the  total  cost. 

3.  Easy  payment  through  payroll  deductions. 

4.  No  medical  examination,  no  age  limit,  and  no  waiting  period  (cover- 
age begins  with  the  first  pay  period  after  you  enroll ) . 

5.  Continued  protection  after  retirement  at  the  same  rates,  and  during 
any  period  of  leave  without  pay  up  to  one  year  without  cost. 

CHOOSING  YOUR  PLAN 

There  are  two  Government-wide  plans:  The  Service  Benefit  Plan,  offered 
by  Blue  Cross-Blue  Shield,  and  the  Indemnity  Benefit  Plan,  offered  by  the 
insurance  industry  through  the  Aetna  Life  and  Casualty  Company.  Each 
plan  offers  a  choice  between  individual  coverage  and  family  coverage,  and 
between  "high"  and  "low"  cost  options.  You  should  review  each  plan's 
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brochure  of  information  about  the  extent  of  protection  before  you  make 
your  enrollment  decision;  if  you  do  not  already  have  these  brochures,  they 
are  available  through  your  employing  office. 

A  different  approach  to  health  expenses  is  available  in  certain  localities 
through  Comprehensive  medical  plans  covering  the  services  of  physicians 
as  well  as  hospital  benefits  on  essentially  a  prepayment  basis.  A  few  com- 
prehensive plans  offer  both  high  and  low  cost  options.  Enrollment  is  usually 
limited  to  those  who  reside  or  work  within  the  area.  If  you  are  in  a  locality 
served  by  such  a  plan,  your  employing  office  has  a  copy  of  its  brochure 
for  your  review. 

A  number  of  employee  labor  unions  also  sponsor  approved  health  benefits 
plans,  generally  with  both  high  and  low  options.  You  must  be,  or  become, 
a  member  of  the  organization  in  order  to  enroll  in  the  plan,  but  in  some 
cases  membership  is  open  to  all  Federal  employees  for  health  insurance 
purposes.  Brochures  of  labor  union  plans  are  available  for  your  review  on 
request  through  your  personnel  or  administrative  office. 

FACTS  ABOUT  ALL  PLANS 

Each  year  between  November  15  and  30  there  is  an  open  enrollment 
period.  At  that  time  any  eligible  employee  who  is  not  enrolled  can  enroll 
in  any  plan,  or  an  enrolled  employee  can  change  from  one  kind  of  coverage 
to  another.  Changes  of  enrollment  at  other  times  are  usually  possible  if 
there  is  an  event  such  as  a  change  in  marital  status,  change  in  family  status, 
relocation  from  an  area  served  by  a  comprehensive  plan,  or  loss  of  coverage 
under  a  parent's  or  spouse's  enrollment  in  this  Program.  Any  change  of 
enrollment  outside  the  "open  season"  must  be  made  within  strict  time 
limits  of  the  event  that  makes  it  possible  (generally  within  31  days),  so  see 
your  personnel  or  administrative  office  promptly  if  you  have  a  question 
about  enrollment  or  change  of  enrollment. 

A  family  enrollment  covers  you,  your  spouse,  and  unmarried  children 
under  age  22.  Older  children  are  included  if  they  are  incapable  of  self- 
support  because  of  a  condition  which  began  before  age  22.  Other  family 
members  such  as  parents,  brothers  or  sisters  are  not  covered  even  if  they 
live  with  and  are  dependent  on  you. 

Coverage  continues  if  you  transfer  to  another  Federal  agency  or  if  you 
go  on  leave  without  pay  for  up  to  one  year.  Coverage  does  not  continue  if 
you  enter  military  service  for  a  period  of  more  than  30  days  active  duty, 
but  your  enrollment  is  reinstated  when  you  return.  After  retirement,  cover- 
age continues  too,  without  a  change  in  cost.  However,  if  you  retire  with 
less  than  12  years  of  service  or  after  being  enrolled  for  less  than  5  years, 
you  may  not  be  eligible  to  continue  your  health  benefits  coverage  and 
should  consult  the  personnel  office  before  making  a  decision.  Another 
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important  feature  of  the  Program  is  that  if  an  employee  or  annuitant  dies 
while  enrolled  for  "self  and  family/'  the  surviving  members  of  the  family 
continue  to  be  covered  so  long  as  at  least  one  of  them  receives  a  survivor 
annuity. 

You  have  the  right  to  cancel  your  enrollment  at  any  time,  but  your 
enrollment  cannot  be  canceled  by  the  carrier  because  of  the  state  of  your 
health  or  the  health  of  members  of  your  family.  Coverage  stops  immedi- 
ately if  you  cancel,  but  if  your  enrollment  is  terminated  for  any  other  reason 
(such  as  resignation  from  your  position),  you  remain  covered  for  31  days 
and  you  have  the  right  to  convert  to  a  nongroup  contract  offered  by  the 
company  that  was  carrying  your  Government  contract,  at  standard  commer- 
cial rates. 

RECORDS  AND  CLAIMS 

Be  sure  to  keep  in  a  safe  but  convenient  place  the  brochure  of  the  health 
benefits  plan  that  you  select.  The  brochure  is  the  official  explanation  of  your 
entitlements  and  benefits.  Remember  also  to  keep  handy  any  identification 
card  that  may  be  issued  to  you  by  your  plan,  so  that  you  can  show  it  to  a 
doctor  or  hospital  in  time  of  need. 

Most  plans  provide  for  direct  payment  of  some  or  all  hospital  expenses. 
To  collect  reimbursement  for  other  expenses  it  is  usually  necessary  to  file 
a  claim.  It  is  a  good  idea  to  set  up  a  separate  record  for  each  member  of 
the  family  and  keep  all  itemized  bills  and  receipts  showing  the  date  services 
or  supplies  were  received  and  the  prescription  numbers  of  drugs  and 
medicines. 
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CHAPTER  X 


Retirement  and 
Social  Security 
Benefits 

RETIREMENT 
Coverage 

The  Civil  Service  Retirement  System  provides  an  income  for  your  later 
years  and  protection  for  your  family  during  your  working  years.  You 
are  automatically  covered  by  the  Civil  Service  Retirement  System  if  you 
are  serving  under  a  career  or  career-conditional  appointment  in  the  com- 
petitive service  or  under  a  full-time  appointment  without  an  indefinite 
or  specific  time  limitation  in  the  excepted  service.  If  you  have  a  tem- 
porary, indefinite  or  intermittent  type  of  appointment,  you  are  generally 
covered  by  Social  Security  rather  than  by  Civil  Service  retirement.  The 
latest  copy  of  your  "Notification  of  Personnel  Action"  will  show  either 
"Retirement-CS"  (i.e.,  Civil  Service)  or  "Retirement-FICA"  (Federal 
Insurance  Contributions  Act,  i.e..  Social  Security). 

Contributions  and  Refunds 

Each  person  covered  by  the  Civil  Service  Retirement  System  contributes 
seven  percent  of  basic  salary  by  automatic  payroll  deduction  from  each 
paycheck.  The  Department  contributes  an  equal  amount  to  the  retire- 
ment fund.  In  addition  to  the  automatic  deductions,  you  may  make  volun- 
tary contributions  to  the  retirement  fund  in  multiples  of  $25  to  purchase 
additional  annuity. 

If  you  should  leave  Government  service,  you  may  request  a  refund  of 
all  your  contributions.  Interest  at  the  rate  of  three  percent  is  paid  on 
your  contributions  if  you  have  more  than  one  but  less  than  five  years  of 
civilian  service  when  you  leave.  With  five  or  more  years  of  civilian  serv- 
ice, no  interest  is  paid,  but  you  have  acquired  the  right  to  deferred  re- 
tirement benefits  at  age  62  if  you  leave  your  contributions  in  the  fund. 
A  refund,  of  course,  voids  the  right  to  a  deferred  annuity,  and  if  you 
return  to  Government  service  after  receiving  a  refund,  the  refund  would 
have  to  be  paid  back  (with  interest)  before  the  service  it  covered  could 
be  counted  for  annuity  computation  purposes  in  the  future. 
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Retirement  Eligibility 

The  law  requires  retirement  at  age  70  if  you  have  15  years  or  more  of 
service.  You  may  retire  under  the  following  conditions: 

At  or  after  age  If  you  have  completed 


62  5  years  of  civilian  service 

60  20  years  of  service 

55  30  years  of  service 

50  20  years  of  service  and  are  involuntarily 

separated  through  no  fault  of  your 

own* 

Any  age  25  years  of  service  and  are  involuntarily 

separated  through  no  fault  of  your 
own* 

Any  age  5  years  of  service  and  become  totally 

disabled 

*  If  you  retire  under  age  55  (except  for  disability),  your  annuity  is  reduced 
1/6  percent  for  each  month  you  are  under  age  55  (2  percent  a  year). 


Estimating  Your  Annuity 

The  amount  of  your  annuity  will  depend  on  your  length  of  service  and 
your  average  salary  for  your  highest  three  consecutive  years — usually  your 
last  three  years  of  service.  The  official  and  exact  computation  of  an 
annuity  is  made  by  the  U.S.  Civil  Service  Commission  at  the  time  of  a 
person's  retirement,  using  a  formula  prescribed  by  law.  The  annuity  may 
then  be  increased  from  time  to  time  by  the  Civil  Service  Commission  to 
keep  pace  with  increases  in  the  cost  of  living.  However,  you  may  estimate 
your  annuity  rather  accurately  as  a  percentage  of  your  high-3  average 


Years  of 

Annuity  as 

Years  of 

Annuity  as 

Service* 

%  of  High-3 

Service* 

%  of  High-3 

5 

7V2% 

13 

22V4% 

6 

9V2% 

14 

24V4% 

7 

11  % 

15 

26^4% 

8 

123/4% 

(etc.) 

(etc.) 

9 

14V2% 

20 

36^4% 

10 

161/4% 

25 

46V4% 

11 

18V4% 

30 

561/4% 

12 

20V4% 

35 

66V4% 

40 

761/4% 

42 

(maximum)  80  % 

*  Unused  sick  leave  (in  full  months)  is  added  to  years  of  service  in  order 
to  increase  an  annuity.  Thus,  if  you  have  20  years  of  service  and  6V2  months 
of  sick  leave,  your  annuity  will  be  computed  on  20  years  and  6  months  of 
service. 
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salary  as  shown  in  this  table.  Notice  that  after  ten  years  of  service  the 
percentage  increases  by  a  constant  2  percent  a  year,  or  1/6  percent  each 
month.  (This  table  presumes  that  your  high-3  is  more  than  $5,000;  if 
it  isn't,  you  should  ask  for  an  annuity  estimate  from  your  personnel  office.) 

Reductions  in  Annuities 

In  planning  for  retirement,  you  should  bear  in  mind  that  an  annuity 
will  be  diminished  under  the  following  conditions. 

•  If  you  retire  based  on  involuntary  separation  before  age  55,  your 
annuity  will  be  reduced  1/6  of  one  percent  for  each  month  you  are 
under  age  (two  percent  a  year) .  Such  reduction  is  not  made  in  cases 
of  retirement  for  disability. 

•  If  you  have  previous  service  when  no  retirement  deductions  were 
made,  your  annuity  will  be  reduced  by  an  amount  equal  to  one-tenth 
of  the  unpaid  amount.  If  you  have  had  a  refund  of  deductions  after 
previous  service,  that  period  of  service  cannot  be  counted  as  "years 
of  service"  when  your  annuity  is  computed  unless  the  refund  is 
paid  back.  (Such  service  is  used  to  determine  whether  or  not  you 
are  eligible  to  retire,  but  not  to  determine  the  amount  of  your 
annuity. ) 

•  There  is  a  nearly  automatic  reduction  to  provide  for  survivor  benefits. 
If  you  are  married,  the  reduction  would  be  2/2  percent  of  the  first 
$3,600  of  your  annuity,  plus  ten  percent  of  any  portion  over  $3,600, 
unless  you  state  in  writing  at  the  time  of  retirement  that  you  want  no 
reduction  or  a  more  limited  one.  (Ordinarily  you  would  do  this  only 
if  your  wife  or  husband  would  not  need  the  income  after  your  death.) 
If  you  are  unmarried,  at  retirement  you  may  name  a  person  with  an 
insurable  interest  (one  who  would  benefit  from  your  continued  life) 
to  receive  a  survivor  annuity  after  your  death;  the  reduction  in  your 
annuity  depends  upon  the  difference  between  your  age  and  the  age 
of  the  person  you  name  as  your  survivor. 

Survivor  Benefits 

The  Civil  Service  Retirement  System  provides  income  protection  for  the 
families  of  employees  during  their  working  years  as  well  as  after  retire- 
ment. If  an  employee  dies  after  18  months  of  civilian  service  (or  after 
retirement),  the  surviving  spouse  and  dependent  children  are  entitled  to 
an  annuity.  The  widow  or  widower  receives  55  percent  of  the  annuity 
earned  by  the  employee,  but  in  the  case  of  an  employee  who  dies  in 
active  service  (possibly  with  a  very  small  earned  annuity),  the  surviving 
spouse  is  guaranteed  at  least  the  smaller  of  ( 1 )  55  percent  of  the  annuity 
the  employee  would  have  received  if  he  or  she  lived  to  age  60,  or  (2) 
55  percent  of  40  percent  of  the  employee's  high-3  yearly  salary. 

A  dependent  child  (that  is,  an  unmarried  child  under  age  18,  or  under 
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age  22  while  a  full-time  student)  will  receive  a  survivor  annuity  that  is 
the  least  of  the  following:  (1)  60  percent  of  the  high-3  average  salary 
divided  by  the  number  of  children,  or  (2)  about  $1,100,  or  (3)  about 
$3,300  divided  by  the  number  of  children.  When  there  is  no  surviving 
spouse,  the  child's  survivor  annuity  will  be  somewhat  higher.  The  dollar 
limits  are  expressed  here  as  approximations  because  the  Civil  Service 
Commission  raises  these  limits  each  time  that  there  is  a  cost-of-living  in- 
crease in  annuities. 

Lump  Sum  Benefits 

If  an  employee  dies  and  there  is  no  one  entitled  to  a  survivor  annuity, 
the  money  which  the  employee  had  contributed  to  the  retirement  fund  is 
payable  in  a  lump  sum.  Lump  sum  payments  generally  occur  upon  the 
death  of  employees  with  less  than  18  months  of  service,  unmarried  em- 
ployees, and  employees  who  leave  no  surviving  spouse  or  minor  children. 
Unless  the  employee  has  designated  otherwise,  the  following  order  of 
precedence  is  followed:  (1)  widow  or  widower,  (2)  children,  (3)  par- 
ents, (4)  estate,  (5)  next-of-kin.  If  you  would  prefer  a  different  bene- 
ficiary, or  a  different  order  of  precedence,  you  should  complete  Standard 
Form  2808,  "Designation  of  Beneficiary,"  available  in  your  personnel  or 
administrative  office. 

Disability  Provisions 

An  employee  with  more  than  five  years  of  civilian  service  who  becomes 
totally  disabled  for  continued  service  may  apply  for  disability  retirement. 
The  decision  to  allow  such  retirement  is  made  by  the  Civil  Service  Com- 
mission based  on  the  medical  evidence.  The  employee's  annuity  is  com- 
puted in  the  usual  way  based  on  high-3  average  salary  and  length  of 
service  (without  reduction  for  being  under  age  55)  ;  however,  a  guaran- 
teed minimum  annuity  is  payable  when  it  would  be  more  than  the  dis- 
abled employee's  earned  annuity.  This  guaranteed  minimum  annuity  is 
the  lesser  of  (1)  40  percent  of  the  employee's  high-3  average  salary,  or 
(2)  the  annuity  that  would  have  been  earned  if  the  employee  continued 
to  work  until  age  60.  Most  employees  who  retire  for  disability  are  also 
able  to  continue  their  health  benefits  coverage  and  life  insurance  coverage 
in  retirement;  however,  any  employee  contemplating  disability  retirement 
should  consult  the  personnel  office  regarding  such  eligibility,  particu- 
larly if  the  individual's  coverage  under  these  programs  has  not  been 
continuous. 

Additional  Information 

When  you  are  covered  by  the  civil  service  retirement  system,  you  receive 
a  "Certificate  of  Membership"  which  provides  information  about  rights 
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and  benefits  under  the  retirement  system  in  more  detail  than  this  hand- 
book. You  should  keep  this  "Certificate  of  Membership"  in  a  safe  place 
with  your  other  valuable  papers. 

A  pamphlet  entitled  "Your  Retirement  System"  is  published  by  the 
Civil  Service  Commission  in  a  question-and-answer  format  presenting 
additional  information  on  the  retirement  system.  It  is  available  for  refer- 
ence in  personnel  and  administrative  offices  and  may  be  obtained  at 
small  cost  from  the  Superintendent  of  Documents,  U.S.  Government 
Printing  OflBce,  Washington,  D.C.  20402. 

SOCIAL  SECURITY 

Almost  all  Federal  civilian  employees  who  are  not  subject  to  the  civil 
service  retirement  system  are  covered  by  social  security.  (The  notation 
"Retirement-FICA"  on  your  "Notification  of  Personnel  Action"  indicates 
that  you  have  social  security  coverage.)  Under  present  law,  you  con- 
tribute 5.85  percent  of  your  wages  up  to  a  ceiling  of  $10,800  in  1973  and 
$12,000  in  1974,  with  small  adjustments  in  the  ceiling  thereafter  if  neces- 
sary to  compensate  for  cost-of-living  increases  in  benefits. 

Social  security  contributions  are  made  to  provide  an  income  for  you 
or  your  family  at  the  time  of  retirement,  death,  or  disability;  they  also 
provide  the  hospital  insurance  generally  known  as  Medicare.  If  you 
have  earned  social  security  benefits,  they  can  be  received  concurrently 
with  civil  service  retirement  benefits.  Also,  service  in  most  Federal  civilian 
positions  covered  by  social  security  may  later  be  credited  toward  civil 
service  retirement  if  you  become  subject  to  the  Retirement  Act.  Because 
the  complexity  of  the  social  security  system  does  not  lend  itself  to  sum- 
marization in  this  handbook,  employees  subject  to  it  should  become  fa- 
miliar with  a  pamphlet  entitled  "Your  Social  Security"  published  by  the 
Department  of  Health,  Education,  and  Welfare.  It  can  be  referred  to 
in  your  personnel  office  or  obtained  from  your  local  social  security  office. 
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Awards  for  Ideas 
Efficiency  and 
Service 


As  a  Government  employee,  you  may 
be  granted  an  award  for  noteworthy  ideas,  contributions,  service,  or  per- 
formance. The  Department  of  Commerce  and  all  Executive  agencies  are 
authorized  by  law  to  expend  public  funds  in  special  recognition  of  employees 
who  contribute  ideas,  inventions,  or  superior  efforts  toward  the  improve- 
ment of  Government  operations,  or  who  perform  special  acts  or  service  in 
the  public  interest.  The  Departmental  Incentive  Awards  Program  has  been 
established  to  recognize  and  reward  such  achievements  and  to  encourage 
others  to  work  toward  similar  recognition. 

SUGGESTIONS 

You  may  receive  cash  or  an  honorary  award  for  a  suggestion  which  con- 
tributes directly  to  a  reduction  in  costs,  a  gain  in  efficiency  or  effectiveness, 
or  an  intangible  benefit  to  a  Departmental  mission.  Your  suggestion  may 
be  concerned  with  an  improvement  within  your  work  assignment  (if  it 
clearly  exceeds  what  is  expected  of  you)  or  entirely  outside  your  present 
job.  If  your  idea  is  accepted  for  adoption  by  a  responsible  official,  you 
receive  a  certificate  of  award  and  usually  a  cash  award  in  proportion  to 
the  measurable  benefits  of  the  idea.  A  suggestion  should  be  set  down  in 
writing  on  an  official  suggestion  blank  (Form  CD-36),  which  you  can  get 
from  convenient  wall  holders  in  the  corridors  or  from  the  Incentive  Awards 
Program  Officer  for  your  operating  unit.  You  can  submit  a  suggestion 
directly  to  that  individual  or  to  your  supervisor,  who  may  also  help  you 
with  your  suggestion  before  sending  it  on  for  evaluation. 

SPECIAL  ACHIEVEMENT 

Employees  may  be  recommended  for  a  cash  award  or  an  honorary  award 
at  any  time  (usually  by  supervisors)  in  recognition  of  unusual  achievements. 
Employees  may  receive  awards  individually  or  as  a  group,  with  a  cash 
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award  generally  being  proportioned  to  the  grade  or  salary  of  the  individual 
or  to  the  measurable  benefits  of  the  achievement.  Work  performance  that 
exceeds  regular  requirements  for  a  long  period  of  time  (such  as  six  months 
to  a  year)  may  merit  this  type  of  award;  in  some  cases  among  GS  employees, 
such  work  performance  may  be  recognized  by  a  permanent  raise  in  pay 
known  as  a  "quality  increase"  instead  of  a  cash  award.  Employees  may  also 
receive  cash  or  honorary  awards  for  one-time  achievements  or  special  acts 
which  benefit  the  Department  or  are  in  the  public  interest,  Superior  per- 
formance on  a  special  project,  efficient  accomplishment  of  work  under 
abnormal  conditions,  and  exemplary  acts  in  emergency  situations  are 
examples  of  one-time  achievements  which  may  deserve  particular  recogni- 
tion. The  Incentive  Awards  Program  Officer  in  each  operating  unit  can 
provide  more  information  about  awards  for  special  achievement  and  can 
help  supervisors  to  determine  the  appropriate  type  or  amount  of  award. 

HONORARY  AWARDS 

Many  employee  contributions  of  ideas,  services,  or  special  achievements 
are  of  such  nature  that  a  cash  award  would  be  inappropriate  or  insufficient. 
Often  a  certificate  or  letter  of  appreciation  or  commendation  from  an 
official  of  the  Department  serves  to  record  and  recognize  those  special  efforts 
of  employees  which  cannot  readily  be  given  a  monetary  value  or  which  do 
not  fit  the  requirements  of  the  more  formal  awards.  At  the  formal  level,  the 
Department  accords  recognition  of  the  creditable  service  of  long-term 
employees  by  awarding  an  emblem  after  15  years  of  Government  service  and 
after  each  additional  5  years  of  service.  Of  special  importance  are  the 
Medal  Awards,  which  are  the  highest  awards  bestowed  by  the  Department. 

•  The  Bronze  Medal — granted  by  the  head  of  an  operating  unit  and 
the  appropriate  Assistant  Secretary  for  superior  service  to  the  Depart- 
ment over  a  long  period  of  time. 

•  The  Silver  Medal — granted  by  the  Secretary  for  meritorious  service 
involving  contributions  of  unusual  value  to  the  Department. 

•  The  Gold  Medal — granted  by  the  Secretary  for  distinguished  service 
involving  rare  and  outstanding  contributions  of  major  significance  to 
the  Department,  the  Nation,  or  the  world. 

Nominations  for  the  Gold  or  Silver  Medals  must  be  sent  to  the  Depart- 
mental Office  of  Personnel  by  July  1  each  year  in  order  to  be  considered 
for  presentation  by  the  Secretary  in  October. 

More  information  about  awards  can  be  obtained  from  the  Incentive 
Awards  Program  Officer  of  the  personnel  office  in  each  operating  unit. 
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National  Bureau  of  Standards 


Policy  on  Inventions  and  Patents 

It  is  the  policy  of  the  Bureau  to  encourage  its  employees  to  invent,  to 
recognize  the  equities  of  its  employees  when  determining  the  rights  of  the 
Government  in  their  inventions,  and  to  protect  the  rights  of  the  Government 
through  patenting  or  publication. 

Any  employee  who  has  made  an  invention  shall  promptly  furnish  full 
information  to  the  Patent  Adviser,  regardless  of  the  circumstances  under 
which  the  invention  was  made.  If  the  Adviser  determines  that  the  invention 
is  patentable,  he  will  present  it  to  the  NBS  Committee  on  Patents  for  a 
preliminary  determination  of  rights  in  the  invention  and  a  recommenudtion 
on  whether  the  invention  should  be  protected  through  patenting  or  publica- 
tion. (See  NBS  Administrative  Manual,  Sections  2.10.01  to  2.10.08.) 

In  determining  rights,  the  Committee  employs  the  criteria  set  forth  in 
Executive  Order  10096,  as  amended,  and  the  procedures  in  Department 
Administrative  Order  202-735-A,  Section  3.  The  criteria  are  based  on  the 
relation  of  the  invention  to  the  official  duties  of  the  inventor  and  the  con- 
tribution of  the  Government  in  making  the  invention.  There  are  three 
possible  determinations.  The  Government  may  acquire  all  rights  in  an  in- 
vention, if  it  could  reasonably  have  been  expected  to  arise  from  the  inven- 
tor's assigned  duties.  The  employee  retains  all  rights  if  the  invention  was 
not  directly  related  to  his  assigned  duties  and  the  Government  did  not 
contribute  time,  facilities,  equipment,  or  materials  to  the  making  of  the 
invention.  However,  if  the  Government  contributed  time,  facilities,  equip- 
ment, or  materials,  the  employee  retains  the  title,  but  the  Government  ac- 
quires a  royalty-free  license. 

If  the  Government  files  a  patent  application,  the  employee  is  required 
to  assign  the  entire  domestic  rights  to  the  Government,  with  a  6-month 
option  to  the  foreign  rights.  The  option  is  rarely  exercised  for  lack  of  funds, 
so  the  employee  in  effect  is  free  to  file  for  a  patent  in  any  foreign  country, 
subject  to  a  royalty-free  license  to  the  Government. 

When  the  Committee  recommends  publication  and  the  employee  declines 
to  publish  the  invention,  the  Patent  Adviser  prepares  a  brief  description  of 
the  inventive  concept  and  submits  the  description  for  publication  under  the 
name  of  the  inventor  in  an  NBS  Technical  Note. 

When  the  Committee  recommends  neither  patenting  nor  publishing,  the 
inventor  may  request  the  title  to  the  invention,  and  it  will  be  left  with  him, 
subject  to  a  royalty-free  license  to  the  Government. 
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CHAPTER  XII 


Employee  Services 
and  Activities 

We  hope  that  the  information  in 
this  chapter  will  help  you  to  find  your  way  about  the  Bureau  easily  and 
assist  you  in  learning  about  the  employee  services  and  activities  which 
are  available  to  you. 


Part  1. —  Washington,  D.C. 

EMPLOYEE  COUNSELING 

Supervisors  and  officials  in  the  operating  divisions  are  available  to  discuss 
problems  with  employees.  Mutually  satisfactory  solutions  usually  can  be 
worked  out  through  regular  administrative  channels  whenever  the  employee 
brings  his  problems  to  the  attention  of  responsible  officials. 

Counseling  services  covering  a  wide  variety  of  employee  problems  are 
also  provided  by  the  Employee  Development  and  Relations  Section,  by  the 
Personnel  Generalists  serving  the  various  organizational  areas,  and  at  the 
Boulder  Laboratories  by  the  Personnel  Office.  Such  problems  include  indi- 
vidual complaints  and  grievances,  reassignments  across  divisional  lines, 
placement  for  proper  utilization  of  skills,  personal  problems,  and  related 
matters.  Career  development  planning  and  vocational  guidance  are  provided 
by  the  Vocational  Guidance  Counselor,  located  in  the  Employee  Develop- 
ment and  Relations  Section.  Educational  advice  at  all  levels  is  available 
through  the  Educational  Office  (x3497)  of  the  Personnel  Division  and 
members  of  the  Educational  Committee  (by  appointment) . 

EMPLOYEE  SERVICES  AND  ACTIVITIES 
STAFF  PASSES 

Employees  receive  a  personal  identification  card  upon  entry  on  duty. 
Out-of-hours  passes  are  arranged  for  by  Division  Chiefs  with  the  Security 
Office  as  the  need  arises. 

TRANSPORTATION  AND  CAR  POOLS 

A  schedule  for  public  buses  is  contained  on  Page  32  of  the  Guide  to  NBS 
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Supporting  Services.  Page  31  of  that  Guide  shows  the  schedules  of  the  Bu- 
reau shuttle  service  for  official  business.  Further  information  concerning 
public  transit  facilities  may  be  obtained  by  calling  832-4300.  Employees 
who  wish  to  join  or  form  car  pools  should  consult  Car  Pool  Locator,  West 
end  of  corridor  outside  Main  Cafeteria,  Administration  Building,  advertise 
in  SEBA  Newsletter  or  post  on  Employee  Bulletin  Boards. 

PARKING 

Please  comply  with  the  following  Bureau  requirements.  Failure  to  do  so 
may  result  in  a  Traffic  Violation  Notice. 

1 )  Obtain  a  permanent  parking  permit  by  personal  application  to  the 
Central  Guard  Office,  Room  A- 16,  Administration  Building  (Gaithers- 
burg) . 

2)  Observe  all  traffic  and  warning  signs  as  posted.  The  speed  limit  on 
the  Bureau  grounds  is  25  miles  per  hour  for  most  vehicles,  15  miles  per 
hour  for  some  trucks,  unless  otherwise  posted. 

3)  Do  not  park  in  an  area  unless  it  is  clearly  identified  as  a  parking 
zone. 

4)  Reserved  parking  places  are  kept  at  a  minimum  by  NBS  policy. 
(Persons  requiring  special  consideration  because  of  physical  condition 
should  contact  the  Safety  Office.) 

5)  Limited-time  parking  spaces  are  reserved  for  employees  and  visitors 
at  some  buildings.  Vehicles  parked  in  these  spaces  are  required  to  ob- 
serve the  time  limit  posted,  and  should,  as  a  courtesy  to  fellow  em- 
ployees, vacate  a  space  when  the  time  limit  has  expired. 

Remember  that  a  parking  permit  is  a  specific  requirement  and  is  provided 
to  protect  you  as  well  as  the  Bureau.  Unless  your  car  is  officially  identified, 
the  Physical  Security  Section  cannot  contact  you  in  case  of  an  emergency 
involving  your  vehicle. 

Further  details  pertaining  to  the  Bureau's  traffic  and  parking  require- 
ments can  be  obtained  by  reference  to  subchapter  2.09  of  the  NBS  Adminis- 
trative Manual. 

HOUSING 

Housing  assistance  is  offered  employees  through  the  Employee  Develop- 
ment and  Relations  Section,  A-109  Administration  Building,  Ext.  3421. 
Housing  activities  consist  of : 

1 .  Providing  assistance  to  employees  in  terms  of  keeping  files  of  houses 
and  apartments  available  in  the  Gaithersburg  and  Rockville  areas; 

2.  Providing  new  hires,  guest  workers  and  visitors  assistance  and  serv- 
ice in  obtaining  suitable  housing; 

3.  Consulting  with  employee  groups  about  housing  problems,  such  as 
indications  of  discriminatory  practices  in  housing  rentals  or  sales 
or  location  of  low  and  middle  income  housing  in  Montgomery 
County,  and 

4.  Investigating  complaints  of  housing  discrimination. 
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BULLETIN  BOARDS 


All  major  buildings  have  been  provided  with  bulletin  boards  for  the 
posting  of  official  and  other  notices  of  particular  interest  to  employees.  All 
notices  for  posting  should  be  of  the  smallest  practicable  size.  The  material 
to  be  posted  is  subject  to  the  approval  of  the  Administrative  Services  Divi- 
sion. Notices  posted  without  approval  will  be  removed.  Because  of  the 
limited  amount  of  space  available,  such  notices  as  articles  for  sale,  rooms  for 
rent,  etc.,  are  not  approved  for  posting  on  the  official  Bureau  bulletin 
boards.  However,  rooms  for  rent  may  be  listed  with  the  Personnel  Division, 
and  employee  bulletin  boards  are  provided  in  the  cafeteria  and  Credit  Union 
by  the  NBS  Employees  Association  for  such  notices  as  the  above. 


CAFETERIA  AND  SNACK  BARS 

The  main  cafeteria  at  NBS  Gaithersburg  is  located  on  the  first  floor  of 
the  Administration  Building.  There  is  a  snack  bar  on  the  first  floor  of  the 
Supply  and  Plant  Building.  In  addition  there  are  two  Blind  Stands,  Room 
A-07  Administration  Building  and  A-167  Chemistry  Building.  These  eating 
facilities  are  open  as  follows : 

Cafeteria:  7:30-  8 : 30— Breakfast 

9 : 30-10 : 30— Refreshments 
11:15-  1:30 — Hot  Lunches  and  Sandwiches 
2:00-  3:00— Refreshments 

Snack  Bar  8 : 00-  8 : 30— Breakfast 

(S&P)  9:30-10:15— Refreshments 

11:30-  1 : 00— Hot  and  Cold  Sandwiches 
2:00-  2:45— Refreshments 

Blind  Stands  8 : 00-  4 : 30 — Items  sold :  Candy,  cookies,  crackers,  cig- 

arettes, greeting  cards,  newspapers, 
notions,  film  and  film  developing  serv- 
ices. 

Vending  machines  located  throughout  the  Bureau  are  the  responsibility 
of  the  Cafeteria.  Call  Extension  2259  for  service.  Refunds  may  be  obtained 
from  cafeteria  cashiers. 


RECREATION-ENTERTAINMENT-WELFARE 


Employees  Recreation  and  Welfare  Association 

The  Standards  Employees  Benefits  Association  (SEBA)  is  a  non-profit, 
employee-run,  organization  dedicated  to  providing  a  broad  base  of  recrea- 
tional, entertainment,  and  welfare  activities  and  services  for  the  benefit  of 
all  NBS  employees,  research  associates  and  guest  workers  of  NBS,  and  em- 
ployees of  other  federal  agencies  whose  regular  employment  is  located  at 
NBS. 

The  business  of  SEBA  is  administered  by  trustees  elected  every  three 
years  by  their  respective  institutes  and  centers. 
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SEBA's  principal  activities  include  the  operation  or  administration  of 
concessions,  sponsorship  of  recreational  programs  such  as  softball,  golf,  and 
basketball  league,  a  tennis  team,  camera  clique,  and  SEBA  chorus.  Enter- 
tainment is  provided  through  the  sponsorship  of  events  such  as  the  Miss 
NBS  contest,  fishing  derby,  and  NBS  picnic;  all  conducted  on  an  annual 
basis,  as  well  as  dances  held  at  more  frequent  intervals.  In  addition  SEBA 
sponsors  welfare  projects  and  at  times  provides  aid  to  employees  and  their 
families  during  times  of  emergency. 

The  activities  of  SEBA  are  financed  in  part  by  modest  annual  member- 
ship dues  solicited  from  among  its  membership  and  by  the  application  of 
any  income  realized  from  its  concessions  and  activities,  which  include  the 
operation  of  a  gift  shop,  barber  shop,  and  beauty  shop. 

It  is  the  sincere  desire  of  the  Trustees  of  SEBA  that  employees  oflfer  sug- 
gestions as  to  how  the  association  might  better  serve  NBS  employees.  Con- 
tact should  be  made  through  the  trustee  representing  the  employee's  re- 
spective organizational  unit.  The  name  of  the  trustee  may  be  obtained  from 
the  administrative  officer  for  that  particular  institute  or  center. 

NBS-HDL  FEDERAL  CREDIT  UNION 

The  NBS-HDL  Federal  Credit  Union  provides  Bureau  employees  with 
a  convenient  place  to  save  and  borrow  money.  To  join,  employees  pay  a 
membership  fee  of  $1.00  and  deposit  at  least  $5.00. 

As  a  member  an  employee  may  start  a  systematic  savings  account  through 
the  payroll  deduction  plan,  which  will  earn  a  liberal  quarterly  dividend. 
Members  may  apply  for  a  signature  loan  up  to  the  maximum  signature  limit. 
Secured  loans  for  the  purpose  of  financing  automobiles  and  other  home 
commodities  are  also  available  at  reasonable  interest  rates.  The  Credit  Com- 
mittee meets  twice  a  week,  Tuesdays  and  Thursdays,  to  approve  loan  re- 
quests. A  loan  officer  is  also  on  hand  to  approve  signature  loans  and  other 
emergency  type  loan  requests. 

Some  of  the  other  services  rendered  at  the  Credit  Union  consist  of  check 
cashing,  sale  of  traveler's  checks  and  money  orders.  The  Credit  Union  Office 
hours  are  10  a.m.  to  3  p.m.  daily  except  payday,  when  hours  are  9  a.m.  to 
4  p.m.  The  location  of  the  Credit  Union  is  Room  A-24  Administration 
Building. 

The  Credit  Union  carries  a  loan  and  share  protection  insurance  which 
will  pay  off  any  unpaid  balance  of  a  loan  in  the  event  of  the  death  of  a 
borrower.  Life  insurance  is  also  provided  on  insurable  shnre  balances  up  to 
$2000.00  at  no  additional  cost  to  members. 

The  National  Credit  Union  Administration  now  provides  that  each  mem- 
ber's account  is  insured  up  to  the  maximum  of  $20,000  by  an  agency  of 
the  Federal  Government. 

MAILING  OF  PAYCHECKS 

Emplovees  may  wish  to  have  their  full  check"?  mailed  to  a  bank  or  other 
address.  To  apply  for  this  service,  send  Form  NBS-180,  Request  for  Check 
Mailing,  to  the  Payroll  Section.  The  NBS-180  must  bear  the  employee's 
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personal  signature.  Employees  who  wish  their  checks  mailed  to  a  financial 
institution  for  deposit  should  also  notify  it  in  advance,  as  some  of  them 
require  a  power  of  attorney.  Allotments  of  pay  may  be  made  to  any  bank 
or  credit  union  (maximum  of  two),  and  the  remaining  net  check  will  then 
be  delivered  to  the  employee  on  payday  or  mailed  as  above.  Employees  who 
desire  to  make  allotments  should  complete  Form  SF-1198,  obtain  the  finan- 
cial institution's  signature  and  other  required  information,  and  submit  the 
original  of  the  form  to  the  Payroll  Section. 

In  the  event  that  a  salary  check  is  not  received  through  the  mail,  or  is 
lost  after  delivery  to  an  employee  on  payday,  the  employee  should  notify 
the  Accounting  Division,  Reports  and  Billing  Section. 

BANKING 

The  Union  Trust  Company  of  Maryland  is  located  in  Room  A-28  of  the 
Administration  Building.  It  offers  a  full  line  of  banking  services.  Hours  are 
9  a.m.  to  3  p.m.  daily  and  9  a.m.  to  5  p.m.  on  Government  paydays. 

HEALTH  UNIT 

A  fully  equipped  and  staffed  Medical  Office  is  located  in  Room  C-33,  in 
the  basement  of  the  Administration  Building  in  Gaithersburg.  Employees 
are  encouraged  to  use  the  services  of  this  office.  Telephone  extension  is  2333. 

A  full  time  doctor  and  two  nurses  are  on  duty  every  day  from  8 : 30  a.m. 
to  5:00  p.m.  Ambulance  service  is  available.  The  medical  program  is  ad- 
ministered for  Bureau  employees  by  the  Bureau  of  Standards. 

Some  of  the  specific  services  offered  by  the  Medical  Office  include: 

1.  Treatment  of  injuries  and  illnesses  which  occur  on  the  job. 

2.  Detection  programs  for  diabetes,  defective  vision,  glaucoma,  hearing, 
etc.  to  be  scheduled  throughout  the  year. 

3.  Immunization  for  the  prevention  of  epidemic  diseases  and  for  overseas 
travel  are  available  each  afternoon  between  2 : 30  p.m.  and  3 : 30  p.m. 
for  employees  and  their  families. 

4.  Treatment  of  employees  as  requested  by  their  private  physicians  such 
as:  allergy  injections,  vitamin  B12,  blood  pressure  readings,  etc. 

5.  Consultation  with  employees  regarding  health  problems,  treatment 
within  regulations,  and  referral  to  private  physicians  and  dentists  as 
indicated. 

6.  Mental  and  emotional  evaluations  to  determine  need  for  psychiatric 
therapy. 

7.  Periodic  general  and  special  physical  examinations  to  be  scheduled 
throughout  the  year. 

Some  of  these  programs  are  emphasized  at  specific  times  during  the  year 
and  are  publicized  to  the  staff. 
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BLOOD  DONOR  PROGRAM 


The  Bureau  has  had  a  splendid  record  of  blood  donations  for  several 
years.  If  we  continue  to  meet  our  quota  of  20  pints  per  100  employees  per 
year,  any  employee  of  NBS  (also  spouse,  minor  child,  parent,  parent-in-law, 
grandparent,  and  dependent  household  member)  will  have  free  blood  avail- 
able to  him  in  any  hospital  participating  with  the  Red  Cross  in  the  United 
States. 

A  bloodmobile  visits  the  Bureau  three  times  a  year.  For  more  information 
about  giving  or  receiving  blood,  call  the  Program  Chairman  or  the  Health 
Unit,  X-2333. 

NOTARIES 

Notary  Public  service  without  charge  has  been  provided  for  Bureau  em- 
ployees who  need  such  service.  For  notaries  in  your  area,  see  Guide  to  NBS 
Supporting  Services. 

LIBRARY 

NBS  operates  one  of  the  finest  technical  libraries  in  the  world.  The  col- 
lection includes  books,  journals  and  technical  reports  in  the  fields  of  chem- 
istry, physics,  engineering  and  technology.  Reproduction  equipment,  study 
rooms,  carrels,  and  tables  and  chairs  adjacent  to  the  reference  collections 
make  it  a  comfortable  and  convenient  place  to  work.  Interlibrary  loan  rela- 
tions are  maintained  with  many  other  libraries  of  both  Government  and 
private  organizations.  The  Library  is  located  in  the  three-floor  Wing  E  of 
the  Administration  Building.  It  is  open  from  8:30  to  5:00  Monday  through 
Friday  for  staff  members  and  visitors. 

NBS  GRADUATE  SCHOOL 

The  NBS  Graduate  School  conducts  a  number  of  educational  programs 
through  which  Bureau  staflF  members  may  contribute  simultaneously  to 
their  professional  growth  and  competence  and  obtain  credit  toward  the 
more  formal  requirements  for  advanced  degrees.  Both  "in-house"  and  uni- 
versity-sponsored graduate,  undergraduate  and  general  employee  develop- 
ment courses  are  taught  by  Bureau  staff  members  and  professors  from  local 
universities. 

Since  the  Graduate  School's  establishment  in  1908,  there  have  been 
nearly  20,000  enrollments  in  the  various  educational  programs.  Although 
the  Graduate  School  does  not  grant  degrees,  over  350  graduate  degrees  have 
been  awarded  by  45  different  universities  partly  on  the  basis  of  credits  ob- 
tained through  Graduate  School  courses. 

Requests  for  copies  of  the  current  catalog  and  details  concerning  research 
fellowships,  theses  accreditation,  resident  courses,  tuition,  requirements,  etc., 
should  be  directed  to  X-3497. 

NBS  TECHNICAL  CALENDAR 

Information  of  interest  to  the  Washington  area  staff  appears' in  the  weekly 
TECHNICAL  CALENDAR  on  Thursday.  It  is  used  primarily  as  a  medium 
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for  disseminating  information  on  coming  events,  such  as  lectures,  meetings, 
displays,  symposia,  etc.  Inquiries  should  be  directed  to  x-2264.  An  Admin- 
istrative Information  Supplement  for  internal  use  contains  more  general 
information  for  all  employees,  such  as  awards,  retirements,  educational 
courses,  etc.  Inquiries  about  the  Supplement  should  be  directed  to  x-3567. 

EMPLOYEE  NEWSPAPER 

The  NBS  STANDARD,  published  once  a  month,  is  the  official  employee 
newspaper.  A  combination  of  official  and  employees'  news,  special  features, 
and  announcements  is  printed  in  each  issue.  Inquiries  concerning  the  news- 
paper should  be  directed  to  the  editor,  x-2721. 

CONTRIBUTIONS  TO  HEALTH  AND  WELFARE  ORGANIZA- 
TIONS 

An  annual  Combined  Federal  Campaign  for  the  National  Capital  Area 
is  conducted  within  the  Department  to  raise  money  for  distribution  to  the 
various  charitable  and  welfare  organizations. 

This  campaign  covers : 

1)  International  Service  Agencies  (CARE,  Project  Hope,  The  American- 
Korean  Foundation,  and  Planned  Parenthood- World  Population) 

2)  United  Givers  Fund  (American  National  Red  Cross,  American  Social 
Health  Association  and  other  similar  organizations) 

3)  National  Health  Agencies  (National  Foundation-March  of  Dimes, 
American  Cancer  Society  and  others) 

The  National  Bureau  of  Standards  also  participates  in  the  Frederick 
County  Combined  Federal  Campaign.  NBS  employees  who  are  residents  of 
that  County  may  therefore  contribute  to  certain  Frederick  County  Agencies 
if  they  so  desire. 

There  are  three  methods  for  making  your  contribution : 

1 )  PayToU  Deduction  Plan 

2)  Cash  Contribution 

3)  Direct  Billing 

The  method  selected  may  be  indicated  on  the  pledge  card  given  to  each 
employee. 

SAVINGS  BONDS 

An  annual  campaign  is  conducted  throughout  the  Federal  Government 
to  promote  the  purchase  of  savings  bonds.  During  the  campaign,  each  em- 
ployee is  contacted  to  consider  enrolling  in  the  Payroll  Deduction  Plan  or 
increasing  an  existing  bond  allotment.  When  the  deductions  add  up  to  the 
price  of  a  bond  in  the  denomination  of  your  choice,  it  will  be  mailed  to 
your  home  address. 

PUBLICATION  POLICY 

An  important  Bureau  policy  of  interest  to  the  professional  staff  relates 
to  publications.  Most  research  and  development  lead  to  papers  or  reports, 
and  the  scientist's  or  engineer's  standing  nationally  or  internationally  is 
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usually  determined  by  his  published  work.  The  Bureau  promotes  prompt 
publication  of  such  papers  and  all  staff  members  are  encouraged  to  prepare 
their  results  for  publication  either  in  the  Bureau's  own  internationally  known 
Journal  of  Research  or  in  the  journal  of  the  various  scientific  societies. 

EMPLOYEE  UNIONS 

Executive  Order  11491  (Labor- Management  Relations  in  Federal  Serv- 
ice, October  29,  1969)  states  the  following  policy: 

Section  1.  Policy,  (a)  Each  employee  of  the  executive  branch  of  the  Fed- 
eral Government  has  the  right,  freely  and  without  fear  of  penalty  or  reprisal, 
to  form,  join,  and  assist  a  labor  organization  or  to  refrain  from  such  activity, 
and  each  employee  shall  be  protected  in  the  exercise  of  this  right.  Except 
as  otherwise  expressly  provided  in  this  Order,  the  right  to  assist  a  labor 
organization  extends  to  participation  in  the  management  of  the  organization 
and  acting  for  the  organization  in  the  capacity  of  an  organization  represent- 
ative, including  presentation  of  its  views  to  officials  of  the  executive  branch, 
the  Congress,  or  other  appropriate  authority. 

(b)  Paragraph  (a)  of  this  section  does  not  authorize  participation  in  the 
management  of  a  labor  organization  or  acting  as  a  representative  of  such 
an  organization  by  a  supervisor  or  by  an  employee  when  the  participation 
or  activity  would  result  in  a  conflict  or  apparent  conflict  of  interest  or 
otherwise  be  incompatible  with  law  or  with  the  official  duties  of  the  em- 
ployee. 

The  current  objectives  of  Labor-Management  Relations  in  the  Federal 
Service,  as  approved  by  the  Civil  Service  Commission,  are  as  follows: 

First — To  recognize  and  accept  as  constructive  the  functions  unions  tra- 
ditionally serve  in  the  work  place : 

Forcing  top  management  attention  to  employee  problems  and  interests; 

Seeking  justice  for  employees  and  respect  for  individual  and  group  rights ; 

and 

Cooperating  with  management  by: 

(1)  promoting  job  safety,  encouraging  work-saving  ideas,  helping  to 
communicate  management  attitude  and  information  to  the  em- 
ployees and  employee  attitude  and  information  to  management, 
and 

(2)  mollifying  or  restraining  the  eccentric  or  chronic  grievant. 
Second — To  seek  to  enlarge  the  constructive  union  function  in  govern- 
ment by  enlisting  the  unions'  support  for : 

General  improvement  in  personnel  management  designed  to  improve  the 
quality  of  public  service ;  and 

Specific  public  policies  such  as  employment  of  the  handicapped,  equal 
employment  opportunity,  the  status  of  women,  youth  opportunity,  im- 
proved service  to  the  public,  and  so  forth. 

Third — To  support  agency-union  consultation  and  negotiation  in  the  full 
scope  authorized  by  law,  while : 

Guarding,  on  the  one  hand,  against  concession  at  the  expense  of  the 
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public  interest,  merely  to  achieve  labor-management  peace,  and,  at  the 
other  end  of  the  spectrum, 

Guarding  against  rigidity  or  mismanagement  which  would  so  infringe 
employee  or  union  rights  as  to  bring  about  demonstrations,  work  stop- 
pages, or  other  militant  objections. 

Fourth — To  protect  and  preserve  the  quality  aspects  of  merit  policies 
and  procedures,  but  with  a  willingness  to  change  old  rituals  if  they  are  only 
incidentally  related  to  merit  principles. 

Fifth — To  support  third-party  impartial  action  in  disputes,  in  order  to: 
Reduce  end-runs  on  grievances  which  take  cases  outside  the  agreed  pro- 
cedures for  grievance  handling,  e.g.,  to  the  press,  to  the  Commission,  or 
to  the  Congress. 

Provide  effective  rebuttal  to  unwarranted  charges  as  well  as  just  action 
on  those  that  are  warranted,  and  generally 

Prevent  accumulations  of  dissatisfaction  which  damage  the  basic  em- 
ployee-management relationship. 

Finally — To  strengthen  government  managers'  and  supervisors' : 
Understanding  of  and  identification  with  their  management  role,  and 
Acceptance  of  their  management  responsibility  to  deal  fairly  with  em- 
ployees and  their  representatives. 

At  NBS  Gaithersburg,  the  Washington  Area  Metal  Trades  Council  has 
exclusive  recognition  for  wage  grade  employees  in  the  Plant,  Supply,  and 
Administrative  Services  divisions.  It  is  the  exclusive  representative  of  em- 
ployees in  the  unit  and  is  entitled  to  act  for  and  to  negotiate  agreements 
covering  all  employees  in  the  unit.  It  is  responsible  for  representing  the 
interests  of  all  employees  in  the  unit  without  discrimination  and  without 
regard  to  labor  organization  membership.  The  labor  organization  shall  be 
given  the  opportunity  to  be  represented  at  formal  discussions  between  man- 
agement and  employees  or  employee  representatives  concerning  grievances, 
personnel  policies  and  practices,  or  other  matters  affecting  general  working 
conditions  of  employees  in  the  unit.  In  Boulder,  Colorado,  we  have  three 
exclusive  units  with  AFGE  Local  No.  2186,  which  represents  nonsuper- 
visory  personnel  in  the  Instrument  Shops  Division,  Administrative  Services 
Division,  and  Plant  Division. 

SAFEGUARDING  PERSONAL  PROPERTY 

As  a  means  for  preventing  the  loss  or  theft  of  personal  property,  you 
should  carefully  observe  the  following  precautions : 

1.  Do  not  leave  your  purse,  jewelry,  etc.,  on  top  of  a  desk  or  table  or 
in  an  unlocked  desk  while  you  are  away  from  the  office. 

2.  Do  not  leave  your  coat  hanging  near  a  corridor  door  where  it  is 
easily  accessible  to  a  thief. 

3.  Do  not  leave  valuables  such  as  car  keys,  wallets,  etc.,  in  your  coat 
pocket. 

LIFE  INSURANCE  AND  HEALTH  BENEFITS  PLANS 

For  detailed  information  concerninsf  life  insurance  and  a  choice  of  health 
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benefits  plans  available  to  you,  refer  to  Chapter  IX  of  this  Handbook — 
Your  Group  Life  Insurance  and  Health  Benefits  Program. 

CIVIL  DEFENSE 

For  your  personal  safety  and  protection,  operational  plans  and  procedures 
of  the  NBS  civil  defense  organization  will  go  into  effect  automatically  in  the 
event  an  attack  is  made  upon  the  United  States  or  one  appears  to  be  immi- 
nent. To  implement  these  plans  and  procedures  ( 1 )  shelter  areas  have  been 
designated  in  the  following  buildings:  101,  220,  221,  225,  231,  233,  235,  236, 
and  245.  (2)  Building  Wardens  and  Shelter  Managers  have  been  designated 
to  direct  the  dispersal  of  employees  to  shelter  areas;  (3)  first  aid  teams  and 
radiological  monitors  have  been  organized  and  trained;  and  (4)  first  aid 
facilities  have  been  established  and  rations  stocked  at  strategic  locations  for 
emergency  use. 

The  success  of  this  program  in  saving  lives  and  holding  casualties  to  a 
minimum  depends  entirely  upon  how  well  we  understand  and  follow  in- 
structions. You  can  do  your  part  by : 

L  Reading  the  emergency  instructions  and  learning  the  different  signals 
shown  in  the  back  of  the  Department  of  Commerce  telephone  direc- 
tory. 

2.  Becoming  acquainted  with  the  Building  Warden  in  your  area  and 
referring  to  him  any  questions  regarding  civil  defense. 

3.  Studying  and  retaining  for  future  reference  any  existing  or  new  in- 
structions that  are  issued  to  you. 

4.  Being  certain  that  you  know  the  exact  location  of  your  shelter  area 
and  in  the  event  of  an  alert,  Please : 

a.  Do  not  attempt  to  use  the  telephone — 

b.  Secure  all  classified  material  in  your  possession — 

c.  Take  personal  possessions  with  you. 

d.  Follow  the  instructions  of  your  Building  Wardens  and  proceed  to 
your  shelter  area  in  an  orderly  manner. 

Participation  in  the  Bureau's  civil  defense  organization  is  on  a  volunteer 
basis.  Your  personal  participation  in  this  actvity  is  encouraged.  If  you  are 
interested,  contact  the  NBS  Administrative  Services  Division. 

THE  NBS  MERIT  PROMOTION  PROGRAM 

The  official  NBS  Merit  Promotion  Program  is  set  forth  in  Chapter  10.07 
of  the  NBS  Administrative  Manual.  Copies  of  the  Manual  are  maintained 
in  most  Section  and  Division  Offices.  Additional  copies  are  available  to 
employees  in  the  Library  and  the  Personnel  Office.  You  may  obtain  a  copy 
of  Chapter  10.07  for  yourself  upon  request  to  the  Personnel  Office. 

The  purpose  of  the  Merit  Promotion  Program  is  to  assure  all  interested 
and  qualified  employees  consideration  for  advancement,  while  at  the  same 
time  providing  the  best  qualified  candidates  possible  for  positions  at  NBS. 

All  promotions  at  NBS  are  made  under  the  provisions  of  the  Merit  Pro- 
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motion  Program.  Two  types  of  merit  promotions  cover  almost  all  promotions 
made — these  are:  (1)  career  promotions  and  (2)  competitive  promotions. 

CAREER  PROMOTIONS 

Career  promotions  are  the  most  common  promotions  at  the  National 
Bureau  of  Standards  and  are  upgradings  of  employees  in  their  current  jobs. 
Such  upgradings  usually  come  from  one  of  the  two  following  situations: 

( 1 )  A  gradual  increase  of  duties  and  responsibilities  in  your  job.  This  may 
result  from  increased  demand  for  the  service  or  product  of  your  unit  requir- 
ing an  expansion  in  your  area  of  work;  or  because  you  acquire  increased 
knowledge  and  experience  and  gradually  expand  your  area  or  level  of  work, 
or 

(2)  Where  all  employees  are  assured  equal  opportunity  to  progress.  Ex- 
amples would  be  promotions  of  professional  employees  through  GS-12  or 
subjoumeyman  to  the  full  journeyman  level. 

Career  promotions  are  non-competitive.  That  is,  there  is  not  a  vacant 
position  but  rather  an  enlargement  in  an  employee's  existing  job.  Therefore, 
no  vacancy  announcement  is  posted  on  bulletin  boards. 

POLICY 

Employees  in  the  Institutes  and  Technical  Divisions  are  guaranteed  at 
least  annual  consideration  for  career  promotions  by  the  requirements  of 
Subchapter  6  of  Chapter  10  of  the  Administrative  Manual,  "Promotion 
Review  Procedures."  This  issuance  includes  the  following  pertinent  NBS 
policy  statements  relating  to  the  goal  of  maximum  utilization  of  employee 
skills  and  abilities: 

"Each  employee  who  has  demonstrated  his  ability  to  perform  higher-graded 
duties  in  his  curreiii  assignment  will,  to  the  extent  possible  within  his  orga- 
nizational unit,  be  assigned  such  duties  and  promoted  to  the  next  higher 
level. 

"Each  employee  shall  be  given  opportunities  to  demonstrate  his  ability  to 
perform  higher-graded  duties  in  his  current  assignment  to  the  extent  possible 
within  his  organizational  unit." 

PROCEDURES 

To  implement  this  policy,  each  Institute,  Center,  Office  and  Division  has 
a  Personnel  Review  Committee,  appointed  by  the  chief  of  the  unit.  The 
Committee  is  responsible  for  reviewing  the  qualifications  and  performance 
of  every  employee  of  the  unit  at  least  annually.  Based  upon  information 
developed  in  such  reviews,  the  Committee  is  responsible  for  recommending 
to  the  unit  chief  any  personnel  action  agreed  to  by  the  Committee.  The 
most  frequent  actions  recommended  are  promotions ;  however,  other  forms 
of  recognition  for  quality  performance  are  also  common.  Recommendations 
for  reassignment  to  different  duties  or  transfers  to  other  units  are  recom- 
mended when  the  Committee  believes  that  such  action  would  provide  the 
employee  with  better  opportunities. 

In  addition  to  the  formal  requirements  outlined  above,  a  supervisor  may 
recommend  an  employee  for  a  career  promotion  whenever  the  employee's 
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duties  and  responsibilities  have  increased  to  the  extent  that  it  appears  that 
his  position  should  be  re-evaluated. 

COMPETITIVE  PROMOTIONS 

Competitive  promotions,  simply  stated,  are  where  all  qualified  applicants 
have  an  equal  opportunity  to  compete  for  a  specific  job,  and  where  the  job 
is  filled  with  one  of  the  best-qualified  persons  available. 

LOCATING  CANDIDATES  FOR  VACANCIES 

Vacancies  at  NBS  are  advertised  to  employees  through  the  posting  of 
vacancy  announcements  on  bulletin  boards  at  the  following  locations: 
Gaithersburg,  Room  A- 11 5  Administration  Building  and  in  the  corridors 
next  to  the  entrances  to  the  Cafeterias  in  the  Administration  Building  and 
in  the  Supply  and  Plant  Building.  These  bulletin  boards  also  display  va- 
cancy announcements  from  other  Bureaus  of  the  Department  of  Commerce, 
other  agencies  in  the  Federal  Government,  and  international  organizations. 
NBS  vacancies  are  listed  by  number,  title  and  grade  in  the  Administrative 
Supplement  to  the  weekly  Technical  Calendar  which  is  available  to  many 
employees.  In  addition  to  advertising  or  posting  announcements,  potential 
candidates  may  also  be  identified  by  the  Personnel  Division  in  a  variety  of 
ways:  through  the  use  of  skills  files  (we  currently  have  one  in  operation  for 
clerical  employees  in  GS-4  through  8),  nominations  by  supervisors,  and 
manual  and  automated  personnel  records. 

AREA  OF  COMPETITION 

One  of  the  features  of  this  plan  is  that  there  should  be  at  least  three 
highly  qualified  candidates  for  every  vacancy.  The  reason  for  this,  as  with 
most  other  features  of  the  Merit  Promotion  Plan,  is  two-fold:  (1)  to  in- 
crease promotional  opportunities  for  NBS  employees,  and  (2)  to  provide 
selecting  officials  with  the  best  available  candidates.  In  order  to  meet  this 
goal,  the  plan  establishes  normal  areas  of  consideration  which  must  be 
sufficiently  broad  to  afford  employees  reasonable  opportunity  for  advance- 
ment, and  to  provide  an  adequate  supply  of  highly-qualified  candidates.  The 
area  of  competition  is  extended  as  necessary  when  fewer  than  three  highly- 
qualified  candidates  are  located  in  the  initial  area.  Under  our  plan  the 
minimum  area  is  NBS  Washington  and  Gaithersburg.  The  next  larger  area 
is  all  Department  of  Commerce  activities  located  in  the  Washington,  D.C. 
commuting  area.  The  largest  area  includes  air  Department  of  Commerce 
activities  worldwide.  This  latter  area  of  competition  is  prescribed  for  all 
GS-14  and  above  positions,  while  the  maximum  required  area  of  considera- 
tion for  positions  at  GS-6  and  below,  and  for  wage-grade  positions  below 
the  supervisory  level,  is  the  commuting  area.  The  determination  of  the  ap- 
propriate initial  areas  of  consideration  is  primarily  dependent  upon  the 
number  of  candidates  anticipated  from  a  given  area. 

HOW  TO  APPLY 

An  employee  is  entitled  to  apply  for  any  vacancy  for  which  he  feels  he 
is  qualified.  Complete  application  Form  CD  261  and  send  or  bring  it  to 
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your  Personnel  Office.  These  forms  are  available  on  each  of  the  bulletin 
boards  mentioned  above. 

EVALUATION  FACTORS 

All  applicants  are  first  evaluated  against  the  minimum  Civil  Service 
qualification  requirements  pertinent  to  the  vacant  position.  Candidates  not 
meeting  such  requirements  are  ineligible  for  further  consideration  for  that 
position  and  are  so  notified. 

To  see  if  meaningful  distinctions  can  be  made  between  qualified  candi- 
dates, job-related  evaluation  criteria  that  go  beyond  the  basic  standards  for 
eligibility  are  used.  These  criteria  consist  of  such  items  as  experience  and 
training,  potential,  evaluations  of  performance,  awards  and  personal  char- 
acteristics. In  developing  vacancy  announcements,  supervisors  determine 
which  factors  are  appropriate  to  the  position  and  the  relative  weight  to 
assign  to  each  factor  used.  The  weight  assigned  each  factor  is  an  estimate 
of  its  relative  importance  to  successful  performance  of  the  duties  of  the 
position.  The  factors  to  be  used  and  their  weights  are  shown  on  the  vacancy 
announcement  to  allow  prospective  applicants  to  know  how  they  are  to  be 
evaluated. 

RANKING  CANDIDATES 

Candidates  that  significantly  exceed  the  minimum  requirements  of  the 
position  are  rated  "Highly  Qualified";  all  others  who  meet  the  minimum 
requirements  are  rated  "Qualified."  Normally  supervisors  are  furnished  a 
promotion  certificate  containing  the  five  best  qualified  candidates.  Up  to  ten 
candidates  may  be  included  if  meaningful  distinctions  cannot  be  made 
among  a  lesser  number. 

SELECTIONS 

The  supervisor  having  the  vacancy  is  expected  to  interview  any  candidate 
included  on  the  promotion  certificate  who  is  relatively  unknown  to  him.  A 
selection  to  fill  the  position  is  normally  made  from  among  the  candidates 
listed.  However,  if  the  supervisor  believes  better  qualified  candidates  are 
needed,  he  may  request  that  a  further  search  be  undertaken.  His  written 
justification  for  such  a  request  is  subject  to  the  approval  of  the  Personnel 
Officer,  as  is  his  selection  of  a  candidate. 

If  the  request  is  approved  additional  recruitment  activities  will  be  under- 
taken to  develop  another  list  of  eligibles.  Candidates'  names  on  the  original 
list  will  be  included  again  if  they  still  rank  in  the  best  qualified  group. 

THE  ROLE  OF  SUPERVISORS 

Supervisors  are  responsible  for  anticipating  personnel  needs  and  for  initi- 
ating action  to  fill  vacancies  in  sufficient  time  to  allow  for  proper  selections 
in  accordance  with  the  Merit  Promotion  Program.  In  addition,  supervisors 
must  ensure  that  pre-selection  does  not  take  place,  avoiding  interviews  or 
any  other  such  consideration  of  candidates  before  a  vacant  position  has  been 
posted  and  fully  advertised. 
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RESPONSIBILITIES  TO  YOURSELF 

Employees  at  NBS  are  encouraged  to  work  for  promotions  because  the 
Merit  Promotion  Program  is  effective  only  when  employees  take  an  active 
interest  in  it.  There  are  various  ways  an  employee  can  improve  his  chances 
for  promotion.  These  include  accepting  job-training  opportunities;  taking 
more  responsibilities  on  the  job  when  possible;  demonstrating  competence 
and  readiness  for  advancement  by  effective  job  performance;  and  availing 
oneself  of  educational  and  self-development  opportunities.  The  Personnel 
Office  should  be  kept  informed  of  special  training,  educational  achievement, 
and  any  other  qualifications  which  are  not  already  present  in  personnel 
records. 

OTHER  FEATURES 

In  addition  to  the  previously  described  features  of  the  NBS  Merit  Promo- 
tion Program,  there  are  a  few  additional  features  which  provide  special 
benefits  or  procedures  for  certain  positions.  The  following  is  a  summary: 

ADVANTAGES  FOR  NBS  EMPLOYEES 

Our  Merit  Promotion  Plan  is  designed  for  NBS  employees.  The  policy 
statement  in  our  plan  says  that  in  order  to  provide  NBS  employees  with 
maximum  opportunities  for  advancement  and  development,  selection  of 
candidates  from  outside  NBS  in  preference  to  NBS  candidates  will  be  made 
only  when  they  (the  outside  candidates)  are  the  best  qualified  of  all  candi- 
dates. In  other  words,  where  an  NBS  candidate  and  one  from  the  outside 
both  have  equal  qualifications,  preference  must  be  given  to  the  NBS  em- 
ployee. 

Our  employees  have  a  more  obvious  advantage  in  that  they  have  first 
knowledge  of  vacancies  existing  at  NBS.  Positions  of  the  kind  that  can  be 
filled  by  promotion  of  an  NBS  employee  are  advertised  within  NBS  first. 
The  area  of  advertising  is  expanded  only  when  there  are  less  than  three 
highly  qualified  candidates  for  a  particular  vacancy. 

Additional  features  of  our  plan  which  provide  advantages  to  NBS  em- 
ployees are  these: 

1.  Automatic  considerations  for  a  particular  vacanrv  can  be  granted  to 
any  NBS  employee  who  possesses  skills  which  qualify  him  for  a  higher- 
graded  position  when  the  Personnel  Division  determines  that  he  is 
significantlv  underutilized  in  his  present  position.  Employees  must 
express  a  willingness  to  participate  in  this  program  by  completing  form 
NBS-71,  Request  for  Improved  Utilization  of  Skills. 

2.  An  employee  may  be  nominated  by  his  supervisor  for  a  vacancy  for 
which  he  believes  the  employee  is  qualified.  In  fact,  a  supervisor  is 
obligated,  when  requested  by  a  subordinate,  to  see  that  he  is  consid- 
ered for  any  vacancy  for  which  he  seems  qualified  while  he  is  on  leave 
or  training. 

3.  Special  consideration  for  repromotion  is  automatically  extended  to  an 
employee  who  has  been  demoted  for  other  than  personal  cause.  He  is 
entitled  to  consideration  for  repromotion  in  advance  of  any  other 
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efforts  to  select  or  identify  other  candidates,  for  any  vacancy  for  which 
he  is  qualified  at  his  former  grade  (or  any  intervening  grade)  without 
having  to  compete  with  other  candidates.  The  selecting  official  is  not 
required  to  select  the  employee,  but  he  must  give  a  written  justifica- 
tion for  his  nonselection. 
In  order  to  insure  the  confidential  handling  of  notices  to  applicants  under 
the  Merit  Promotion  Program,  employees  may  indicate  their  home  address 
on  the  back  of  the  application  card,  which  also  serves  as  a  notice  of  action. 
Furthermore,  our  past  practice  of  obtaining  supervisory  evaluations  on  em- 
ployees each  time  they  apply  for  a  vacancy  is  being  replaced  by  a  system  of 
annual  evaluations  for  all  employees  at  GS-11  and  below  except  for  scien- 
tific and  technical  personnel.  For  these  employees  and  all  others  at  GS-12 
and  above,  evaluations  will  be  requested  when  the  employee  is  beinp^  con- 
sidered for  a  vacancy  for  which  he  is  qualified,  if  his  folder  does  not  contain 
a  current  evaluation.  To  assure  supervisors  some  time  to  develop  contingency 
plans  in  case  their  employee  is  selected,  the  Personnel  Division  will  advise 
the  employee's  supervisor  whenever  there  is  a  definite  chance  that  such 
employee  may  be  selected  for  the  vacancy. 

SPECIAL  PROVISIONS  FOR  SUPERVISORY  POSITIONS 

Evaluation  for  Supervisory  Positions.  The  effectiveness  of  NBS  manage- 
ment depends  in  large  measure  on  the  quality  of  its  supervisors.  Therefore, 
it  is  vital  to  make  the  best  possible  selections  for  supervisory  positions.  A 
number  of  the  requirements  for  successful  performance  in  supervisory  posi- 
tions are  different  from  those  needed  in  nonsupervisory  positions.  In  recog- 
nition of  the  importance  of  supervisory  positions  and  of  their  particular 
requirements,  special  and  distinctive  procedures  have  been  established  for 
identifying  and  evaluating  persons  with  supervisory  abilities  and  potential. 
The  procedures  are  based  on  supervisory  qualification  standards  published 
by  the  CSC. 

Training  for  first-level  supervisors.  Since  persons  selected  as  first-level 
supervisors  are  about  to  enter  an  important  and  significantly  different  role 
in  relation  to  other  employees  and  to  higher  management,  it  is  essential  that 
they  be  given  an  early  understanding  of  their  new  responsibilities  and  duties. 
It  is  required,  therefore,  that  suitable  initial  training  be  provided  all  newly 
selected  first-level  supervisors,  either  before  they  assume  their  new  duties 
or  as  soon  after  as  possible.  When  this  training  is  not  provided  before  the 
supervisor  assumes  his  new  duties,  a  training  plan  specifying  the  kind  and 
duration  of  the  training  and  when  it  will  be  given  must  be  prepared  before 
he  enters  on  the  job. 

SPECIAL  PROVISIONS  FOR  FIRST  LINE  SUPERVISORY 
WAGE-GRADE  AND  SUPERVISORY  GUARD  POSITIONS 

For  these  positions,  in  the  Supply  Division  and  the  Plant  Division,  and  for 
supervisory  guard  positions,  there  is  a  separate  merit  promotion  plan.  This 
plan  incorporates  all  of  the  basic  features  of  the  overall  Merit  Promotion 
Program,  and  also  provides  additional  procedures  in  accordance  with  an 
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agreement  with  concerned  employee  groups.  Additional  details  on  this  part 
of  the  plan  are  contained  in  Chapter  10.07  of  the  Administrative  Manual 
and /or  from  the  Personnel  Office. 

SPECIAL  PROVISIONS  FOR  POSITIONS  AT  GS-16,  17,  AND  18 
Competitive  promotions  to  these  positions  are  covered  by  the  Civil  Service 
Commission's  Executive  Assignment  System.  Details  on  the  operations  of 
this  system  at  NBS  are  described  in  a  section  of  our  Merit  Promotion  Pro- 
gram. Briefly,  it  provides  that  all  Federal  employees  at  the  grade  below  that 
of  the  vacant  position  are  considered  for  the  position  through  automated 
and  manual  evaluations  of  their  qualifications  as  reflected  in  their  Executive 
Assignment  System  records. 

RIGHTS  OF  EMPLOYEES 

The  foregoing  material  has  mentioned  many  of  the  rights  and  obligations 
of  employees.  Additional  items  that  may  be  noted  are : 

(1)  Upon  request  to  the  Personnel  Office,  any  employee  considered  for 
a  vacancy  will  be  furnished  the  name  of  the  individual  selected  and  the 
following  information : 

(A)  Whether  has  was  found  to  be  qualified  on  the  basis  of  the  mini- 
mum standards ; 

(B)  Whether  his  name  was  on  the  list  from  which  selection  to  fill  the 
position  was  made ;  and 

(C)  In  what  areas,  if  any,  he  should  improve  himself  in  order  to 
increase  his  chances  for  future  selection  for  advancement.  (This  information 
normally  will  be  furnished  by  means  of  a  counseling  discussion  with  either 
a  representative  of  the  Personnel  Office  or  a  knowledgeable  supervisor.) 

(2)  Employees  are  entitled  to  review  supervisory  appraisals  of  their 
past  performance,  their  potential,  and  their  production  record  when  they 
are  used  in  considering  the  employee  for  advancement. 

(3)  Employees  with  complaints  will  be  provided  with  all  appropriate 
information  or  explanations  by  the  Personnel  Office.  If  a  complaint  cannot 
be  resolved  on  an  informal  basis,  the  employee  may  submit  a  formal  com- 
plaint under  the  applicable  grievance  procedures :  the  procedure  prescribed 
in  the  current  Employee  Organization  Agreement  with  recognized  unions; 
the  equal  employment  opportunity  complaint  procedures  prescribed  in 
Chapter  10.09  of  the  NBS  Administrative  Manual  or  if  neither  of  the  above 
are  applicable,  under  the  procedures  describd  in  chapter  10.10  of  the  Man- 
ual, Employee  Grievance  Procedure.  Mere  failure  to  be  selected  for  promo- 
tion when  proper  promotion  procedures  are  used,  that  is,  non-selection  from 
among  a  group  of  properly  ranked  and  certified  candidates,  is  not  a  basis  for 
a  formal  complaint. 

(4)  Employees  have  a  right  and  the  obligation  to  offer  constructive 
suggestions  for  the  improvement  of  this  plan  at  any  time.  It  is  preferred  that 
such  suggestions  be  in  writing  and  addressed  to  the  Personnel  Officer. 
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EMPLOYEE  SERVICES  AND  ACTIVITIES 


Part  2. — Boulder  Laboratories 

EMPLOYEE  COUNSELING 

Supervisors  and  officials  in  the  operating  divisions  are  available  to  discuss 
problems  with  employees.  Mutually  satisfactory  solutions  can  usually  be 
worked  out  through  regular  administrative  channels  whenever  the  employee 
brings  his  problems  to  the  attention  of  responsible  officials. 

Counseling  services  covering  a  wide  variety  of  employee  problems  are 
also  furnished  by  the  Personnel  Office.  Reassignment  across  divisional  lines, 
placement  for  better  utilization  of  skills,  applications  within  the  merit 
promotion  plan,  opportunities  for  training,  planning  for  retirement  benefits, 
interpretation  of  benefits  and  assistance  with  preparation  of  claims  under 
the  health  benefits,  health  problems,  and  individual  complaints  may  be 
discussed  wth  the  stafT  of  the  Personnel  Office. 

PUBLICATION  POLICY 

An  important  Bureau  policy  of  interest  to  the  professional  staff  relates  to 
publications.  Most  research  and  development  lead  to  papers  or  reports  and 
the  scientist's  or  engineer's  standing  nationally  or  internationally  is  usually 
determined  by  his  published  work.  The  Bureau  promotes  prompt  publication 
of  such  papers  and  all  staff  members  are  encouraged  to  prepare  their  results 
for  publication  either  in  the  Bureau's  own  internationally  known  Journal 
of  Research  or  in  the  journals  of  the  various  scientific  societies. 

MAILING  OF  PAY  CHECKS 

If  you  wish  to  have  your  pay  checks  mailed  to  your  bank  instead  of 
picking  them  up  from  your  timekeeper,  arrangements  may  be  made  through 
the  Fiscal  Office.  They  have  the  Request  for  Check  Mailing  Service  and 
Power  of  Attorney  forms. 

NOTARIES 

There  are  several  employees  in  the  Boulder  Laboratories  who  will  provide 
Notary  Public  Service  without  charge  for  Bureau  employees.  Contact  the 
Fiscal  Office  for  information. 

CAMPAIGNS  FOR  FUNDS 

Fund  campaigns  are  consolidated  so  that  there  is  normally  only  one 
solicitation  during  the  year :  Combined  Federal  Campaign. 

IDENTIFICATION  CARDS 

A  staff  pass  is  issued  to  you  by  the  Security  Office  when  you  enter  on 
duty,  to  be  used  as  an  identification  card.  Keys  are  also  issued  by  this 
office  upon  receipt  of  a  work  order  request  signed  by  the  section  chief  or 
higher. 

PARKING 

There  are  general  parking  areas  available  for  Boulder  Laboratories 
employees  near  the  buildings.  Handicapped  employees  may  secure  reserved 
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spaces  upon  request  to  the  Executive  Assistant.  Numbers  are  issued  to  each 
employee  upon  entrance  on  duty  and  are  to  be  pasted  on  the  back  of  the 
rear  view  mirror  where  they  can  be  seen  by  the  guards.  If  you  change 
cars,  you  may  obtain  a  new  set  of  numbers  from  the  Guard  Services  Section 
by  showing  your  staff  pass. 

TRANSPORTATION 

Bus  service  is  available  to  the  NBS-Boulder  Laboratories.  Information 
concerning  schedules  may  be  secured  by  calling  the  Public  Service  Company. 
See  the  bulletin  board  in  the  Radio  Building  Cafeteria  for  car  pool  notices. 

HOUSING 

If  you  are  seeking  housing  arrangements,  see  the  bulletin  board  in  the 
Radio  Building  Cafeteria.  Notices  may  be  sent  to  the  Security  Office  for 
posting.  They  should  be  typed  on  a  x  5"  card  and  should  be  dated.  They 
will  be  posted  for  two  weeks,  then  removed. 

LIFE  INSURANCE  AND  HEALTH  BENEFITS  PLANS 

If  you  are  employed  on  a  regular  schedule  and  are  not  temporary,  you 

m.ay  enroll  in  a  Federal  Employees  Health  Benefits  Plan  within  31  days 

after  you  enter  on  duty.  If  you  do  not  enroll  during  this  period,  you  will 

have  to  wait  for  special  periodic  openings.  Contact  the  Personnel  Office 

for  information  on  enrollment  or  on  submitting  claims. 

Life  insurance  coverage  for  those  who  are  eligible  is  automatic  unless 

you  sign  a  waiver.  More  detailed  information  on  life  insurance  and  health 

benefits  is  given  in  Chapter  IX  of  this  handbook. 

SAVINGS  BONDS 

If  you  wish  to  have  deductions  made  from  your  pay  checks  for  savings 
with  United  States  Savings  Bonds,  you  may  secure  a  bond  allotment  form 
from  the  Fiscal  OflBce.  You  may  have  as  little  as  $3.75  per  pay  period 
deducted  and  a  bond  will  be  mailed  to  you  after  the  deductions  amount  to 
the  price  of  the  bond. 

TELEPHONE  SERVICES 

A  record  of  all  employees,  including  division  and  section,  room  number, 
extension,  home  address  and  number,  and  persons  to  be  notified  in  case  of 
emergency,  is  kept  at  the  telephone  switchboard  and  reception  desk  in  the 
Radio  Building  Lobby.  A  Directory  Information  form  should  be  completed 
and  forwarded  to  the  Switchboard  if  any  of  this  information  changes. 

Pay  stations  for  personal  telephone  calls  are  available  downstairs  off  the 
Lobby  in  the  Radio  Building. 

LOST  AND  FOUND 

Articles  which  are  found  should  be  turned  in  at  the  reception  desk  in 
the  Lobby  of  the  Radio  Building. 

WEEKLY  BULLETIN 

Information  of  interest  to  all  employees  is  published  in  the  Boulder 
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Laboratories  Weekly  Bulletin:  Notices  of  meetings,  speaking  engagements, 
important  visitors  to  the  laboratory,  vacancies  for  which  employees  may 
apply  under  the  merit  promotion  plan,  and  other  items  of  general  interest. 
All  items  for  inclusion  in  the  bulletin  should  be  forwarded  to  the  Office 
of  the  Executive  Assistant  by  Thursday  morning  of  the  appropriate  week. 

LIBRARY 

The  Boulder  Laboratories  library  is  located  in  Room  1202,  Radio  Build- 
ing. This  is  primarily  a  technical  library,  containing  books,  reports,  Govern- 
ment documents,  periodicals,  and  reprints.  If  our  library  does  not  have 
the  book  or  periodical  needed  in  your  work,  the  librarian  will  borrow  it 
from  other  libraries  in  this  area  or  elsewhere  in  the  United  States. 

EDUCATION  AND  TRAINING  PROGRAM 

Opportunities  for  increasing  skills  and  knowledge  are  available  through 
the  Government  Employees'  Training  Act  either  on  full-time  or  part-time 
basis  at  other  educational  institutions  or  on  an  in-hours  basis.  Information 
on  education  and  training  policies  and  programs  may  be  obtained  from 
the  Education  and  Training  Office. 

CAFETERIA 

The  cafeteria,  located  in  the  basement  of  the  Radio  Building,  is  open 
during  working  hours,  offers  breakfast  and  lunch,  and  is  operated  by  the 
Colorado  Industries  for  the  Blind.  Vending  machines  located  in  various 
buildings  on  the  site  are  the  responsibility  of  the  cafeteria.  Contact  the 
cafeteria  manager  on  service  or  refunds. 

RECREATION  AND  SOCIAL  ACTIVITIES— BOULDER 
LABORATORIES  EMPLOYEES  ASSOCIATION 

Various  recreation  and  social  activities  are  sponsored  by  the  Boulder 
Laboratories  Employees  Association  of  which  all  employees,  retired  employ- 
ees, guest  workers,  and  research  associates  are  automatically  members. 
There  are  no  financial  obligations,  dues  or  assessments.  Watch  the  Weekly 
Bulletin  for  announcements. 

The  Department  of  Commerce  Women's  Association  also  sponsors  social 
activities  for  women  employees  and  wives,  mothers,  daughters  and  other 
relatives  of  employees. 

BOULDER  STANDARDS  FEDERAL  CREDIT  UNION 

The  Boulder  Standards  Federal  Credit  Union  provides  Bureau  employees 
with  a  convenient  place  to  save  and  borrow  money.  To  join,  you  pay  a 
membership  fee  of  25  cents  and  deposit  at  least  $5. 

Office  hours  are  posted  at  the  Credit  Union  office  which  is  located  in 
Room  3341  of  the  Radio  Building.  The  Credit  Committee  normally  meets 
twice  a  week,  but  may  hold  special  meetings  in  case  of  emergency.  Deposits 
and  withdrawals  may  be  made  during  regular  office  hours  or  by  arrangement 
with  the  treasurer.  Further  information  may  be  obtained  by  calling  the 
Credit  Union  Officers. 
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HEALTH  UNIT 

The  Boulder  Health  Unit,  located  in  Room  2104,  Radio  Building,  is  open 
during  regular  working  hours  with  a  registered  nurse  on  duty.  All  employ- 
ees who  are  injured  in  line  of  duty,  regardless  of  how  minor  the  injury, 
should  report  to  the  Health  Unit  for  treatment.  In  cases  of  emergency,  call 
Ext.  3801. 

BANK 

Banking  facilities  are  available  in  Room  3335  of  the  Radio  Building 
during  the  hours  posted. 

BLOOD  DONOR  PROGRAM 

A  blood  donor  program  is  sponsored  by  the  Boulder  Laboratories  Employ- 
ees Association.  Contact  your  division  representative  for  details. 

EMPLOYEE  UNION 

One  employee  union  has  requested  and  been  awarded  recognition  at 
NBS-Boulder.  This  organization  consults  with  management  on  matters  of 
interest  to  employees.  You  are  free  to  join,  or  to  refrain  from  joining,  as 
you  wish,  without  interference,  coercion,  restraint,  or  fear  of  discrimination 
or  reprisal  because  of  such  membership  or  lack  of  membership. 


6/30/72 


NBS-XII-21 


CHAPTER  XIII 


Civil  Defense  and  Emergency  Planning 

Post-attack  Registration  of  Employees 

Our  President,  on  numerous  occasions,  has  stated  that  a  strong,  united 
America  is  one  of  our  greatest  assurances  for  maintaining  peace  and 
deterring  aggressive  forces.  Each  one  of  us,  as  a  citizen  and  as  a  Federal 
employee,  has  a  responsibility  to  contribute  to  the  strength  of  our 
Nation.  Just  as  we  as  individuals  must  work  out  plans  for  ourselves 
and  our  families  in  an  emergency,  so  also  must  our  Government  main- 
tain plans  to  make  sure  that  it  can  continue  to  operate  even  in  the 
event  of  an  attack  on  this  country. 

An  important  part  of  these  plans  must  be  a  means  of  maintaining 
continuity  of  Government's  essential  functions  and  of  mobilizing  quickly 
the  skilled  services  of  trained  Federal  employees.  Plans  of  the  Depart- 
ment of  Commerce  provide  that  certain  employees  under  varying 
conditions  of  readiness  and  warning  will  move  to  relocation  sites  in 
order  to  prepare  for  continued  operations.  If  you  have  such  an  assign- 
ment, you  will  have  been  specifically  told  of  it  in  advance  and  given 
special  instructions.  If  you  have  not  been  so  instructed  in  advance, 
you  should  follow  these  procedures:  Report  to  your  regular  place  of 
duty.  If  you  are  unable  to  report  to  your  regular  place  of  duty,  or  if 
your  place  of  duty  has  been  closed  because  of  damage,  report  to  the 
nearest  operational  installation  of  the  Department  of  Commerce,  re- 
gardless of  bureau.  If  that  installation  cannot  utilize  your  services 
profitably,  it  may  detail  you  temporarily  to  civil  defense  work  or  to 
other  essential  duties  in  another  Federal,  State,  or  local  agency.  If 
unable  to  report  as  indicated  above,  go  to  the  nearest  Post  Office,  obtain, 
complete  and  mail  a  Civil  Service  Commission  Form  600,  "Emergency 
Registration  Card."  (These  cards  are  pre-addressed  to  the  appropriate 
Civil  Service  Commission  regional  office  for  the  area  in  which  they 
are  mailed)  .  This  card  will  enable  you  to  be  kept  on  the  roster  of 
active  employees,  and  enable  your  office  to  forward  your  pay  and  give 
you  appropriate  instructions. 

Under  wartime  operating  conditions,  the  Department  of  Commerce 
will  probably  need  every  one  of  its  present  employees,  but,  it  will 
probably  be  impossible  to  utilize  every  employee  at  once  and  provide 
working  space  and  living  accommodations.  In  the  meantime,  you  will 
be  expected  to  volunteer  your  services  and  do  all  that  you  can  to  meet 
emergency  situations  that  such  an  attack  may  cause. 
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W?-nm-t  Safety 


*  SAFETY  PROGRAM  POLICY 

Your  safety  is  of  major  concern  to 
this  Department.  As  a  matter  of  policy,  we  in  the  Department  of  Commerce 
feel  that  safety  is  more  than  just  a  slogan — it  is  a  basic  objective  of  good 
management  to  prevent  accidents  which  cause  needless  suffering  and  waste. 
Administrative  officials  will  take  all  possible  measures  to  assure  safe  work- 
ing conditions  and  see  that  safety  instructions  are  given  for  each  job.  Your 
full  cooperation  is  solicited  in  this  program.  You  are  urged  to  report  any 
unsafe  condition  or  practice  to  your  supervisor  for  corrective  action.  At  the 
same  time  you  are  expected  to  follow  safety  instructions  and  use  every  pre- 
caution to  avoid  an  a(  cident  or  injury. 


YOUR  SAFETY  ORGANIZATION 

In  every  major  activity  of  the  Department,  a  safety  officer  has  been  ap- 
pointed to  assist  you  and  your  supervisor  on  safety  problems.  A  departmental 
safety  committee  comprised  of  the  various  safety  officers  has  been  estab- 
lished also  to  aid  in  planning  safety  measures  and  activities  designed  for 
your  protection.  In  addition,  many  bureaus  have  established  their  own  safety 
committees  where  the  type  of  work  or  possible  hazards  may  require  special 
consideration.  Coordination  and  promotion  of  all  safety  activities  is  pro- 
vided further  by  a  full  time  department  safety  director.  These  provisions, 
carried  out  for  the  protection  of  all  employees,  indicate  the  high  degree  of 
importance  given  to  safety  by  the  Department  of  Commerce. 


FIRST  AID 

In  case  of  injury  sustained  in  the  line  of  duty,  employees  should  secure  first- 
aid  treatment  at  their  Bureau  medical  office,  the  nearest  emergency  room, 
or  from  a  designated  first-aider.  Emergency  first-aid  rooms  are  maintained 
in  most  of  the  Government  buildings  occupied  by  Department  personnel. 
It  is  important  to  familiarize  yourself  with  the  location  of  first-aid  facilities 
and  make  full  use  of  them  when  necessary.  When  any  injury  requires  more 
than  first-aid,  your  supervisor  will  insure  that  immediate  arrangements  are 
made  through  the  first-aid  unit,  administrative  office,  or  personnel  office, 
with  an  authorized  doctor  or  hospital,  or  a  public  health  dispensary.  Such 
treatment  costs  you  nothing  if  you  use  Government  authorized  facilities. 
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ACCIDENT  REPORTING 

When  an  accident  involves  personal  injury,  property  damage  or  both,  you 
are  required  to  report  it  to  your  supervisor  no  matter  how  slight  the  in- 
cident may  appear.  Forms  for  reporting  accidents  or  for  making  claims  are 
available  from  supervisors,  first-aid  attendants,  and  safety  officers.  These 
officials  will  also  assist  you  in  completing  these  forms. 

Should  a  party  other  than  the  United  States  be  involved  in  or  pos- 
sibly liable  for  your  injury  or  death,  the  Government  may  require  the 
prosecution  of  a  claim  against  such  party.  In  no  .  case  should  you  fur- 
nish to  the  third  party  or  his  insurance  carrier  any  information,  signed 
statement,  authorization,  or  release  without  prior  approval  of  your  bu- 
reau's legal  counsel. 

The  Department  requires  the  prompt  reporting  of  accidents  for  two  prin- 
cipal reasons.  A  record  of  an  accident  protects  the  employee's  rights  in  case 
of  compensation  or  other  claims.  Of  equal  importance,  complete  accident 
reports  furnish  important  data  regarding  the  causes  of  injury.  These  are 
used  to  correct  any  hazard  which  may  still  exist.  It  is  important  to  remember 
that  accident  reports  are  not  used  to  place  "blame"  on  any  individuals. 

INJURY  OR  DEATH  BENEFITS 

The  Federal  Employees'  Compensation  Act  provides  compensation,  full 
medical  care,  and  other  benefits  for  injury,  occupational  diseases,  or  death 
sustained  in  line  of  duty  by  employees.  Itemized  below  are  the  common  fea- 
tures of  the  law.  You  should  remember  that  the  benefits  apply  only  if  you 
are  injured,  become  diseased,  or  die  in  line  of  duty.  If  injury  or  death 
results  from  the  fault  or  negligence  of  a  third  party,  the  Government  is 
entitled  to  recover  from  such  third  party  for  any  compensation  paid  to 
you. 

1.  If  you  are  totally  disabled  for  a  temporary  period  and  have  a  de- 
pendent, you  will  receive  75  percent  of  the  first  $420  of  your  monthly  salary 
and  66%  percent  of  the  remaining  portion  of  your  salary  as  long  as 
the  disability  lasts. 

If  the  total  disability  is  permanent  and  you  have  a  dependent,  you  will 
receive  75  percent  of  your  monthly  salary  without  regard  to  the  $420 
limitation. 

If  you  have  no  dependents  you  receive  66%  percent  of  your  monthly 
salary,  whether  the  total  disability  is  permanent  or  temporary. 

The  maximum  amount  allowable  monthly  is  S525;  the  minimum  is 
$180. 

2.  If  your  injury  causes  you  to  sustain  a  loss  of  earning  capacity  due  to 
disability,  compensation  will  be  paid  for  as  long  a  period  as  your  earning 
loss  persists.  You  may  be  paid  two-thirds  (three-fourths  with  a  dependent) 
of  the  difference  between  your  regular  monthly  pay  and  your  monthly  wage- 
earning  capacity  after  the  beginning  of  such  partial  disability. 

3.  You  may  choose  to  use  sick  or  annual  leave  for  all  or  a  portion  of  the 
disability  time;  however,  you  may  not  receive  compensation  concurrently 
with  sick  leave  or  annual  leave. 
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4.  The  beginning  date  for  compensation  for  disability  depends  on  how 
long  you  are  away  from  your  work.  If  the  injury  does  not  extend  beyond  21 
days,  compensation  is  payable  after  3  days.  If  the  disability  continues  beyond 
21  days,  compensation  is  payable  from  the  day  following  the  injury.  These 
dates  are  computed  from  the  last  date  of  any  leave  taken. 

5.  If  you  lose  or  suffer  permanent  injury  to  an  eye,  arm,  hand,  leg  or 
other  parts  of  the  body,  you  are  entitled  to  extra  benefits.  The  law  provides 
that  specific  awards  will  be  made  for  such  loss  or  injury.  For  example,  the 
loss  of  an  eye  might  result  in  your  being  paid  two-thirds  (three-fourths  with 
a  dependent)  of  your  monthly  compensation  for  a  period  of  160  weeks,  in 
addition  to  your  compensation  for  time  lost. 

6.  If  you  are  injured  while  working,  you  are  entitled  to  medical  and 
surgical  care,  and  hospital  supplies  and  services.  If  transportation  is  neces- 
sary to  secure  these  services,  the  Government  will  furnish  or  pay  for  the 
transportation. 

7.  Treatment  should  be  given  by  the  United  States  medical  officers  and 
hospitals.  Treatment  by  a  private  physician  is  authorized  only  if  Govern- 
ment or  designated  physicians  or  medical  facilities  are  not  available,  or  in 
cases  of  emergency. 

8.  If  your  injury  results  in  death,  special  provisions  are  made  for  your 
dependents.  Your  wife  is  protected  until  her  death  or  remarriage,  and  your 
children  arc  protected  until  they  marry  or  reach  18  years  of  age.  The 
total  amount  paid  to  dependents  may  be  as  high  as  $525  or  75  percent  of 
your  monthly  salary  rate,  whichever  is  less.  Here  are  some  guides  to 
help  you  determine  your  own  case: 

a.  To  a  widow  with  no  children ;  45  percent. 

b.  To  the  widower,  if  there  is  no  child,  45  percent,  if  wholly  dependent 
for  support,  by  reason  of  his  physical  or  mental  disability,  upon  the  deceased 
employee  at  the  time  of  her  death. 

c.  To  a  widow  or  widower  with  children;  40  percent  plus  an  additional 
15  percent  for  each  child,  the  total  not  to  exceed  75  percent. 

d.  To  the  children  if  there  is  no  widow  or  widower;  35  percent  for  one 
child  and  15  percent  for  each  additional  child,  the  total  not  to  exceed  75 
percent. 

e.  To  other  dependents — varying  percentages  are  given  to  wholly  or 
partially  dependent  parents,  grandparents,  grandchildren,  brothers,  and 
sisters. 

f.  Burial  expenses  of  up  to  S800  may  also  be  paid. 


OPERATION  OF  A  MOTOR  VEHICLE  ON  OFFICIAL  BUSINESS 

The  Department  requires  that  any  employee  who  operates  a  Government- 
owned  or  leased  motor  vehicle  must  have  a  valid  U.S.  Government  Motor 
Vehicle  Operator's  Identification  Card,  SF-46.  *To  be  eligible  for  an 
SF-46,  you  must  have  a  valid  State  driver's  license,  meet  the  required  stand- 
ards of  physical  fitness  and  driving  performance,  and  have  a  satisfactory 
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past  driving  record.*  Your  supervisor  will  arrange  for  your  examination 
and  the  processing  of  your  application  for  an  operator's  identification  card. 
*After  you  receive  your  SF-46,  if  your  State  driver's  license  should  be 
revoked  or  suspended  for  any  reason — or  should  your  State  license  expire, 
it  is  your  personal  responsibility  to  inform  your  supervisor  and  to  surrender 
your  Government  ID  card.  You  must  also  surrender  your  card  if  you 
move  to  a  position  in  which  no  driving  is  necessary,  or  if  you  leave  the 
Department.* 

When  you  drive  on  official  business,  you  are  expected  to  observe  all 
traffic  laws  and  to  operate  your  vehicle  safely,  courteously,  and  in  such 
a  manner  as  to  reflect  credit  on  the  Department  of  Commerce.  Automo- 
bile safety  belts  have  been  installed  in  most  Commerce  Department  ve- 
hicles for  your  protection.  You  are  expected  to  have  your  safety  belt 
fastened  whenever  your  car  is  in  motion. 

The  Government  will  ordinarily  defend  any  civil  suit  or  proceeding 
brought  against  you  in  this  country  arising  out  of  your  operation  of  a 
motor  vehicle  while  acting  within  the  scope  of  your  office  or  employ- 
ment. You  should  understand,  however,  that  any  side  trip  or  deviation 
from  official  duties  may  compromise  your  right  to  protection  in  the  event 
of  suit. 

If  you  are  involved  in  an  automobile  accident  while  driving  a  Govern- 
ment or  privately-owned  vehicle  on  official  business,  you  must  report  the 
accident  promptly  to  your  superior.  Your  safety  officer  will  then  instruct 
you  as  to  actions  you  should  take  in  the  event  a  civil  suit  or  prcKceding  is 
brought  against  you  as  a  result  of  the  accident. 

In  no  case  should  you  fill  in  accident  report  forms  submitted  by  in- 
surance companies  or  furnish  any  information,  signed  statement,  au- 
thorization, or  release  without  prior  approval  of  your  bureau's  legal 
counsel.  This  is  important  for  your  o>ivn  and  the  Government's  pro- 
tection in  the  event  of  suit.  If  there  is  possible  liability  on  the  part  of 
some  other  person  involved  in  the  accident,  the  Government  may  re- 
quire the  prosecution  of  a  claim. 

To  assure  protection  in  unusual  circumstances,  you  are  encouraged, 
but  not  required,  to  obtain  personal  liability  insurance  before  operating 
a  motor  vehicle  on  official  business. 


XIV-4 


10/28/66 


CHAPTER  XV 


□□□□□□no 
□□□□□□on 

□  oo 


Leaving  the 
Service 


This  chapter  summarizes  the  facts 
which  you  should  know  if  you  leave  your  employment  in  the  Department 
for  any  reason.  Perhaps  the  last  thing  should  be  mentioned  first — be  sure 
that  you  fill  out  clearance  papers  with  your  administrative  office  before 
leaving,  because  your  final  salary  payment  will  be  made  only  after  you  have 
returned  building  passes,  identification  cards,  keys,  records  and  other  Gov- 
ernment property,  and  have  settled  any  indebtedness  for  travel  advances, 
training,  or  unearned  leave.  When  these  matters  are  settled,  you  receive 
compensation  through  your  last  day  of  work  or  leave  with  pay,  and  you 
also  receive  a  lump-sum  payment  for  any  annual  leave  that  you  have 
earned  but  have  not  had  the  opportunity  to  use  before  separation.  There 
is,  of  course,  no  lump-sum  payment  if  you  are  transferring  to  another 
Federal  agency  under  the  leave  system. 


VOLUNTARY  SEPARATIONS 

There  could  be  a  number  of  personal  reasons  for  an  individual  to  resign 
or  to  seek  a  transfer  to  a  position  in  another  Government  agency.  However, 
if  you  are  thinking  of  leaving  because  of  dissatisfaction  with  your  position, 
by  all  means  consult  your  supervisor  or  personnel  office  first,  in  case  it  may 
be  possible  to  adjust  your  present  job  or  work  out  a  reassignment.  Of 
course,  you  are  free  to  leave  on  reasonable  notice,  if  you  wish.  As  a  rule, 
you  should  give  at  least  two  weeks  notice  of  your  departure  so  that  plans 
can  be  made  for  continuing  your  work.  You  can  leave  a  favorable  impression 
by  giving  adequate  notice,  helping  to  train  your  replacement,  and  continu- 
ing to  fulfill  your  duties  right  through  the  last  day  on  the  job. 


INVOLUNTARY  SEPARATIONS 

Temporary  employees  may  be  separated  at  the  expiration  of  their  ap- 
pointments or  earlier  at  the  convenience  of  the  Department.  Permanent 
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employees  too  may  have  to  be  separated  when  there  is  a  reduction  in  force, 
but  such  separations  must  be  done  in  accordance  with  the  rules  summarized 
in  another  section  of  this  chapter.  Employees  serving  a  probation  or  trial 
period  may  be  dismissed  by  immediate  notice  if  they  prove  to  be  unquali- 
fied or  unsuitable  for  retention  as  permanent  employees;  however,  when 
such  a  dismissal  would  be  based  on  results  of  a  routine  background  investi- 
gation conducted  after  appointment,  the  employee  is  given  a  chance  to 
respond  to  the  evidence  before  a  decision  is  made. 

Besides  the  involuntary  separations  already  mentioned,  a  supervisor  at  all 
times  has  the  obligation  to  recommend  the  removal  bf  any  employee  whose 
conduct  or  capacity  are  such  that  the  employee's  separation  will  promote 
the  efficiency  of  the  service.  When  an  employee  in  the  competitive  service 
has  completed  a  probation  period,  or  when  an  employee  in  the  excepted 
service  with  veterans  preference  has  completed  one  year  of  current  con- 
tinuous service,  such  "removals  for  cause"  involve:  a  written  notice  of  the 
reasons  for  the  proposed  removal  at  least  30  days  before  it  is  to  take  effect, 
an  opportunity  to  reply  and  have  the  reply  considered,  a  written  decision 
after  such  consideration,  and  a  right  of  appeal  if  the  removal  does  take 
place.  A  more  detailed  explanation  of  these  rights  is  given  to  an  employee 
when  removal  action  is  proposed.  Temporary  employees,  employees  still  in 
the  trial  or  probationary  period,  and  employees  in  the  excepted  service 
without  veterans  preference  may  be  separated  for  cause  without  such  formal 
procedures. 

REDUCTION  IN  FORCE 

A  "reduction  in  force"  (RIF)  is  a  separation,  demotion,  furlough  for 
more  than  30  days,  or  reassignment  caused  by  lack  of  funds,  decrease  in 
work,  reorganization,  changes  in  program,  or  the  need  to  place  a  returning 
employee  with  reemployment  or  restoration  rights.  RIF  actions  are  gov- 
erned by  rather  impersonal  procedures  under  detailed  Civil  Service  regula- 
tions which  take  into  account  four  factors  specified  by  law:  type  of 
appointment,  veterans  preference,  length  of  service,  and  performance  rating. 
Whenever  practicable,  the  Department  will  avoid  RIF  actions  by  advance 
reassignment  of  employees  to  other  jobs,  placement  in  other  organizations 
and  agencies,  restraints  on  the  filling  of  vacancies,  and  similar  measures. 
When  circumstances  do  not  allow  such  "painless"  solutions  to  the  problem, 
the  layoffs  and  other  personnel  changes  are  carried  out  in  strict  compliance 
with  the  RIF  regulations. 

Competition  for  job  retention  takes  place  within  a  particular  operating 
unit  in  a  particular  commuting  area;  in  other  words,  competition  is  not 
Department-wide  but  is  confined  to  the  organization  with  a  particular 
mission  to  perform.  Within  a  competitive  area,  employees  at  the  same 
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grade  level  are  assigned  to  the  same  "competitive  level"  if  they  are  in 
similar  jobs — that  is,  if  the  jobs  are  sufficiently  alike  so  that  the  people 
ought  to  be  interchangeable  without  great  disruption  in  the  work  of  the 
organization.  Before  competition  begins,  employees  with  temporary  limited 
appointments  and  employees  with  unsatisfactory  performance  ratings  are 
released,  and  those  with  temporary  promotions  are  returned  to  their 
permanent  jobs.  Employees  are  then  released  from  their  competitive  levels 
according  to  the  following  pattern. 

Group  I     consists  of  employees  with  career  tenure. 

Group  II  consists  of  career-conditional  employees,  and  those  career  em- 
ployees who  are  serving  a  probationary  period  or  who  are 
serving  in  obligated  positions  (i.e.,  positions  to  which  other 
persons  have  reemployment  rights  because  of  military  service 
or  transfer  during  a  national  emergency) . 

Group  III  consists  of  indefinite  employees  and  employees  serving  under 
term  appointments  or  under  temporary  appointments  pend- 
ing establishment  of  registers. 

Within  each  group,  employees  are  divided  into  subgroups  A  and  B  {A 
consisting  of  those  with  veterans  preference,  and  B,  those  without  it)  and 
are  then  ranked  within  each  subgroup  according  to  length  of  service. 

A  current  "outstanding"  performance  rating  adds  four  extra  years  to  a 
person's  length  of  service.  Military  service  is  included  in  length  of  service 
in  most  instances.  However,  retired  military  personnel  are  not  accorded 
veterans  preference  for  RIF  purposes,  and  only  "wartime"  service  is  credit- 
able (except  in  certain  cases  of  retirement  for  disability,  retirement  with 
less  than  20  years  of  military  service,  or  continuous  civilian  employment 
since  November  30,  1964,  when  this  restriction  took  effect). 

Release  of  competing  employees  begins  with  the  employee  with  the  least 
service  in  subgroup  IIIB.  If  everyone  in  IIIB  must  be  released,  then  the 
process  is  repeated  in  subgroup  IIIA,  then  IIB,  IIA,  IB,  and  lA,  in  that 
order.  Employees  in  group  I  and  group  II  who  are  to  be  released  from 
their  own  competitive  level  of  positions  must  also  be  considered  for  place- 
ment in  other  positions  in  their  competitive  area;  if  there  are  positions  for 
which  they  are  qualified  and  which  are  occupied  by  employees  in  a  lower 
subgroup,  the  employees  with  lesser  retention  rights  are  displaced  by  those 
in  the  higher  subgroups.  This  is  popularly  known  as  "bumping."  An  em- 
ployee is  entitled  to  only  one  job  offer,  and  the  better  offers  must  be  made 
to  those  with  the  highest  retention  rank. 

Employees  being  affected  by  RIF  are  given  written  notice  at  least  30 
days  prior  to  the  action  to  be  taken;  the  notices  include  such  job  offers  as 
are  possible.  Whenever  possible,  the  employees  continue  in  a  duty  status 
during  the  notice  period.  (Employees  with  temporary  limited  appointments 
are  an  exception;  they  are  not  "competing"  employees,  do  not  have  any 
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retention  standing,  and  therefore  may  be  terminated  at  the  convenience  of 
the  Department.)  Competing  employees  have  the  right  to  review  the  Civil 
Service  regulations  and  instructions  on  RIF,  to  examine  the  retention 
registers,  and  to  appeal  to  the  Civil  Service  Commission  if  they  believe  the 
rules  have  been  applied  incorrectly. 

Note.  Reductions  in  force  affecting  positions  in  the  excepted  service  are 
also  conducted  in  accordance  with  rules  of  the  Civil  Service  Commission. 
However,  people  serving  in  excepted  positions  do  not  compete  with  people 
holding  positions  in  the  competitive  service.  Employees  in  interchangeable 
excepted  positions  are  ranked  on  retention  registers  in  the  same  way  as 
employees  in  the  competitive  service,  but  when  reached  for  layoff  they  have 
no  assignment  rights  to  other  types  of  positions.  They  do  have  the  right  of 
appeal  to  the  Civic  Service  Commission.  The  groups  on  the  retention 
register  are : 

Group  I     Permanent  employees  serving  in  excepted  positions  with  no 

conditions  or  restrictions. 
Group  II    Permanent  employees  who  are  serving  a  trial  period,  and 

those  whose  tenure  is  indefinite  solely  because  they  occupy 

obligated  positions. 
Group  III  Employees  whose  tenure  is  indefinite  but  not  permanent,  or 

who  serve  with  a  time  limit  of  more  than  one  year,  or  who 

have  completed  one  year  of  current  continuous  employment 

even  though  their  current  appointment  is  limited  to  one  year 

or  less. 

REEMPLOYMENT 

Former  employees  in  general  are  considered  for  reemployment  along 
with  other  qualified  candidates;  of  course,  prospects  for  reemployment  are 
likely  to  be  enhanced  by  a  good  work  record.  In  many  instances  it  is  not 
necessary  to  take  another  civil  service  examination,  because  former  career 
employees  (and  career-conditional  employees  with  veterans  preference) 
have  permanent  eligibility  for  reinstatement;  those  without  career  status  or 
veterans  preference  can  be  reinstated  (i.e.,  reappointed  without  examina- 
tion) only  within  three  years  of  separation. 

There  are  positive  reemployment  provisions  for  most  employees  sepa- 
rated by  reduction  in  force,  for  those  who  enter  military  service,  and  for 
those  who  transfer  to  certain  international  organizations  (such  as  agencies 
of  the  United  Nations),  to  an  executive  agency  during  a  recruiting  emerg- 
ency as  specified  by  the  Civil  Service  Commission,  or  to  certain  assign- 
ments in  the  Foreign  Service  Reserve  or  in  support  of  the  foreign  assistance 
or  educational  and  cultural  exchange  programs,  or  in  the  Peace  Corps  or 
VISTA  (Volunteers  in  Service  to  America).  These  reemployment  rights 
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are  explained  carefully  before  an  individual  leaves,  but  the  rights  in  con- 
nection with  RIF  and  military  service  are  also  summarized  below  because 
of  their  wide  application. 

A  reemployment  priority  list  is  maintained  in  each  commuting  area  for 
Group  I  and  Group  II  employees  who  have  been  separated  from  the  com- 
petitive service  by  reduction  in  force.  In  this  way  they  are  considered  for 
any  vacancy  in  the  Department  for  which  they  are  qualified  in  their 
locality.  Separated  employees  with  career  status  remain  on  the  reemploy- 
ment priority  list  for  two  years;  those  with  career  conditional  status  remain 
on  the  list  for  one  year.  In  addition,  the  Civil  Service  Commission  main- 
tains a  system  for  bringing  the  qualifications  of  displaced  employees  to 
the  attention  of  all  agencies  in  those  localities  where  the  employees  want 
to  be  considered. 

Employees  who  leave  Federal  employment  for  military  service  are  entitled 
by  law  to  be  reemployed  in  positions  for  which  they  are  qualified,  and  to  be 
considered  for  salary  increases  and  promotion  during  their  absence,  when 
they  meet  these  conditions  : 

1 .  They  had  career  or  career-conditional  appointments,  or  appointments 
without  time  limitation  in  the  excepted  service. 

2.  They  serve  no  more  than  four  years  in  the  military  service,  except 
when  they  are  involuntarily  kept  longer  on  active  duty  by  the  Armed 
Forces. 

3.  They  present  evidence  of  satisfactory  service  (i.e.,  discharge  papers) 
and  apply  for  reemployment  within  90  days  after  discharge. 

If  you  have  questions  about  any  reemployment  situation  mentioned  in 
this  chapter,  you  may  get  more  information  from  your  personnel  office. 
It  is  especially  advisable  to  review  your  rights  in  this  area  if  you  are  con- 
sidering military  service  or  some  other  employment  commitment. 

SEVERANCE  PAY 

Most  employees  who  are  involuntarily  separated  from  the  service  are 
entitled  to  severance  pay,  with  certain  exceptions  noted  in  the  next  para- 
graph. The  amount  of  severance  pay  is  determined  by  multiplying  an 
individual's  basic  weekly  salary  by  the  number  of  years  of  creditable  service 
(two  weeks'  basic  salary  is  used  for  any  years  of  service  in  excess  of  ten), 
and  the  entire  amount  is  increased  by  ten  percent  for  each  year  that  a 
person  is  over  40  years  of  age.  The  total  may  not  exceed  one  year's  pay. 
After  separation,  severance  pay  is  paid  in  approximately  the  same  amount 
and  at  the  same  intervals  as  regular  pay,  until  the  amount  due  to  an 
individual  is  exhausted.  Of  course,  since  the  individual  no  longer  is  an 
employee,  there  are  no  deductions  for  such  benefits  as  retirement  or  life 
and  health  insurance.  There  is  a  "lifetime"  limit  of  one  year's  pay  as 
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severance  pay ;  for  example,  a  person  who  receives  30  weeks  of  severance  pay 
would  be  eligible  for  no  more  than  22  additional  weeks  of  severance  pay  if 
separated  from  any  future  Federal  employment. 

In  general,  an  employee  is  eligible  for  severance  pay  upon  involuntary 
separation  if  he  or  she  has  been  employed  continuously  for  at  least  12 
months  and  is  serving  under  a  nontemporary  type  of  appointment  at  the 
time  of  separation.  However,  the  following  categories  of  employees  are  not 
eligible : 

•  Presidential  appointees,  "supergrade"  employees  in  noncareer  or 
limited  executive  assignments,  and  employees  in  Schedule  C  positions. 

•  Employees  who  are  eligible  for  an  immediate  annuity  (including  an 
annuity  earned  as  a  member  of  the  uniformed  services)  or  "inactive" 
employees  who  are  receiving  payments  from  the  Labor  Department's 
Office  of  Federal  Employees  Compensation  for  job-related  injuries. 

•  Employees  who  are  separated  for  misconduct,  delinquency  or  ineffi- 
ciency. 

•  Employees  who  resign  (except  under  specific  conditions  after  receipt 
of  an  official  notice  of  involuntary  separation) . 

•  Employees  who  decline  an  offer  of  a  position  with  the  same  tenure  and 
pay  (not  necessarily  the  same  grade)  in  the  same  commuting  area. 

•  Employees  who  decline  an  assignment  to  another  commuting  area 
when  such  relocation  is  a  condition  of  employment  (usually  specified 
in  a  job  description  or  a  similar  record) . 

UNEMPLOYMENT  COMPENSATION 

Most  employees  of  the  Department  except  those  paid  on  a  contract  or 
fee  basis  are  entitled  to  unemployment  compensation  if  separated  under 
certain  conditions.  Actual  entitlement  and  benefits  are  determined,  in  gen- 
eral, by  the  law  of  the  State  (or  the  District  of  Columbia,  Puerto  Rico,  or 
the  Virgin  Islands)  where  the  employee  was  last  officially  stationed.  The 
conditions  to  be  met  will  be  the  same  conditions  that  apply  to  people  who 
have  lost  employment  in  private  industry.  Some  of  the  most  common  con- 
ditions are : 

•  The  individual  must  have  a  certain  amount  of  employment  or  wages 
during  a  base  period  occurring  before  the  beginning  of  unemployment. 

•  The  individual  may  not  have  been  discharged  for  misconduct,  and 

•  may  not  have  quit  without  cause.  (In  some  States,  "good  cause"  must 
be  job-related.) 

•  The  individual  must  file  for  unemployment  benefits  and  must  register 
for  work  at  a  local  State  employment  service  office. 

•  The  individual  must  report  at  the  local  office  as  directed,  and  may 
refuse  a  suitable  job  only  for  good  cause. 
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•  In  some  States,  certain  payments  such  as  lump-sum  leave  payments, 
retirement  pay,  or  severance  pay  may  be  deducted  from  unemploy- 
ment benefits. 

Benefits  vary  considerably  among  the  States  and  will  also  depend  on  the 
amount  of  earnings  during  the  base  period.  For  example,  in  a  recent  year 
the  nationwide  average  weekly  benefits  were  about  $54,  but  the  average 
benefits  in  particular  States  ranged  from  $33  to  $65.  These  benefits  were 
received  for  an  average  of  14  weeks,  but  one  State  permits  a  maximum 
period  as  long  as  36  weeks.  During  times  of  high  unemployment,  the  maxi- 
mum may  be  increased  to  39  weeks  in  each  affected  State. 

An  employee  who  is  being  separated  (or  who  is  transferring  to  another 
payroll  office)  is  given  a  "Notice  to  Federal  Employee  About  Unemploy- 
ment Compensation,"  Standard  Form  8.  This  form  must  be  taken  to  the 
local  office  of  the  State  Employment  Service,  along  with  the  Notification  of 
Personnel  Action  which  is  the  official  record  of  the  separation  action,  in 
order  to  register  for  work  and  claim  unemployment  benefits. 

REMINDERS 

If  you  leave  the  Department  and  do  not  go  to  another  job  imder  the 
civil  service  retirement  system,  you  may  leave  your  contributions  in  the 
fund  or  you  may  request  a  refund.  Your  personnel  office  can  provide  a 
form  for  requesting  a  refund.  However,  if  you  have  at  least  five  years  of 
creditable  service,  you  should  consider  that  you  already  have  earned  a 
right  to  a  deferred  annuity  at  age  62,  a  right  that  would  be  forfeited  by 
a  refund;  even  if  you  have  less  than  five  years  service,  you  might  profit 
by  leaving  your  contributions  in  the  fund  if  it  is  likely  that  you  will  return 
to  Federal  employment. 

Another  matter  that  is  sometimes  overlooked  is  the  conversion  privilege 
on  life  insurance  and  health  benefits.  Within  31  days  after  your  separation 
you  may  convert  without  medical  examination  to  an  individual  life  insur- 
ance policy  (at  standard  rates)  in  any  amount  that  does  not  exceed  your 
coverage  while  employed.  There  is  a  similar  opportunity  for  you  to  convert 
to  a  nongroup  health  insurance  contract  without  medical  examination 
within  3 1  days  after  your  separation,  and  coverage  under  the  Federal  plan 
continues  during  that  31-day  period.  For  more  information  you  should 
consult  your  personnel  office  or  the  carrier  of  your  health  plan. 
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CHAPTER  XVI 


Special  Provisions 
for  Overseas 
Employees 


In  general,  the  material  included 
in  the  preceding  chapters  is  applicable  to  United  States  citizens  em- 
ployed by  the  Department,  both  within  and  outside  the  continental 
limits  of  the  United  States.  However,  there  are  certain  features  of 
overseas  employment  that  differ  from  employment  within  the  con- 
tinental limits  of  the  United  States.  These  distinctive  aspects  of  over- 
seas employment  may  be  summarized  broadly  as  follows: 

PAY  AND  ALLOWANCES 

Classification  of  Positions 

Overseas  positions  are  generally  subject  to  the  Classification  Act  in  the 
same  manner  as  other  similar  positions  in  the  Department  (see  chapter 
III).  However,  the  positions  of  those  employees  who  are  assigned  to 
*  Agency  for  International  Development  projects  overseas  are  classified 
into  AID  grades  and  salaries  in  accordance  with  a  salary  schedule 
established  by  the  Agency  for  International  Development  pursuant  to 
law. 

Within- Grade  Salary  Increases 

These  increases  are  given  to  overseas  employees  on  the  same  basis  as 
other  employees,  except  that  for  those  employees  who  are  assigned  to 
Agency  for  International  Development  projects,  the  waiting  period 
for  the  within-grade  increase  is  52  calendar  weeks  irrespective  of  grade 
or  salary  level. 

Allowance  and  Differentials 

1.  Eligibility. — To  be  eligible  for  a  foreign  or  non-foreign  differential  or 
allowance  (except  for  non-foreign  cost  of  living  allowances),  an  em- 
ployee must  be  a  citizen  or  national  of  the  United  States,  and  his 
presence  at  the  post  must  be  due  to  his  employment  by  the  United 
States.  Statehood  for  Alaska  and  Hawaii  did  not  affect  the  authority 
to  pay  cost  of  living  allowances  to  eligible  employees  stationed  in 
Alaska  or  Hawaii. 
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2.  Non-foreign  Allowances  and  Differentials. — Eligible  employees  stationed 
in  non-foreign  areas  may  receive  the  following: 

(a)  Post  differential. — Additional  salary  paid  to  an  employee  when  sta- 
tioned at  a  hardship  post. 

(b)  Non-foreign  cost  of  living  allowances. — Are  granted  to  compensate  the 
employee  for  the  added  cost  of  living.  The  total  of  non-foreign  post 
differential,  and  cost  of  living  allowances  may  not  exceed  25  percent 
of  basic  compensation. 

3.  Foreign  Allowances  and  Differentials. — The  principal  differentials  and  al- 
lowances provided  for  employees  in  foreign  areas  are  as  follows: 

(a)  Post  differential.— AdditiomX  salary  is  paid  to  employees  stationed 
at  hardship  posts.  The  rate  for  differential  posts  ranges  from  10  to  25 
percent  of  basic  salary. 

(b)  Post  (cost  of  living)  allowance. — This  allowance  is  intended  to  com- 
pensate the  employee  for  basic  living  expenses  at  the  post,  exclusive 
of  quarters,  in  excess  of  the  cost  of  living  in  Washington,  D.C. 

(c)  Quarters  allowance. — Employees  are  either  furnished  quarters  or 
given  an  allowance  to  help  defray  the  cost  of  living  quarters.  A  tem- 
porary lodging  allowance  may  be  paid  to  an  employee  upon  first  ar- 
rival at  a  foreign  post  (not  to  exceed  three  months)  and  immediately 
prior  to  departure  from  the  post  (not  to  exceed  one  month). 

(d)  Foreign  transfer  allowance. — An  employee  may  be  paid  a  lump-sum 
allowance  for  necessary  expenses,  not  otherwise  compensated  for,  in- 
cident to  his  transfer  from  one  climatic  zone  to  another. 

(e)  Separate  maintenance  allowance. — This  allowance  may  be  given  to 
an  employee  who  is  compelled  to  meet  the  additional  expense  of 
maintaining  his  wife  and/or  minor  children  elsewhere  than  in  the 
country  of  assignment. 

(f)  Education  allowance.— This  allowance  may  be  granted  in  connec- 
tion with  elementary  and  secondary  education  of  dependents  where 
normal  facilities  at  the  foreign  post  are  considered  inadequate. 

4.  Income  Tax.  — Non-foreign  cost  of  living  allowances  and  foreign  post 
allowances  are  not  subject  to  Federal  income  tax.  Non-foreign  and 
foreign  post  differentials  are  subject  to  Federal  income  tax. 

APPOINTMENTS 

Minimum  Period  of  Service 

Persons  appointed  to  overseas  positions  must  agree  in  writing  to  serve 
in  such  positions  for  a  minimum  period  of  time,  which  is  established 
at  2  years  in  most  areas. 

Transportation  Expenses 

Expenses  of  travel  and  transportation  to  posts  of  duty  outside  the  con- 
tinental limits  of  the  United  States  or  in  Alaska  and  return  (includ- 
ing dependents  and  household  goods,  if  authorized)  will  be  paid  pro- 
vided the  employee  agrees  in  writing  to  remain  in  the  Government 
service  for  a  specified  period  of  time  (usually  2  years)  following  his 
appointment  to  the  overseas  position.  To  be  eligible  for  the  return 
transportation  to  the  United  States  at  Government  expense,  the  em- 
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ployee  must  fulfill  the  terms  of  the  agreement  or  his  failure  to  do  so 
must  be  for  reasons  outside  his  control. 

An  employee  who  satisfactorily  completes  an  agreed  period  of  serv- 
ice and  agrees  in  writing  to  serve  another  tour  of  duty  at  the  same  or 
other  overseas  post  is  entitled  to  round  trip  transportation  to  his 
home,  at  Government  expense,  for  himself  and  his  family  for  the  pur- 
pose of  taking  leave. 

LEAVE 

The  annual  and  sick  leave  provisions  described  in  Chapter  V  apply 
to  overseas  employees,  except  that: 

1.  A  maximum  accumulation  of  not  to  exceed  45  days  is  authorized 
for  employees  stationed  outside  the  United  States  except  (a)  United 
States  nationals  who  are  permanent  residents  of  the  area  in  which 
employed,  and  (b)  dependents  accompanying  citizens  hired  for  or  as- 
signed to  overseas  employment,  who  later  accept  employment  in  the 
overseas  area. 

2.  Home  leave  is  earned  by  employees  who  are  eligible  for  a  maxi- 
mum accumulation  of  45  days  of  annual  leave.  It  is  granted  upon 
completion  of  twenty-four  months  of  continuous  service  outside  the 
United  States.  Except  for  employees  who  are  assigned  to  *Agency 
for  International  Development  projects,  the  beginning  date  of  the 
twenty-four  month  period  is  September  6,  1960,  date  of  enactment  of 
the  Overseas  Differentials  and  Allowances  Act.  Employees  on  Agency 
for  International  Development  projects  who  were  eligible  for  home 
leave  prior  to  September  6,  1960,  are  credited  with  time  spent  at 
overseas  posts  prior  to  that  date. 

Employees  earn  home  leave  while  serving  at  posts  outside  the 
United  States  at  the  following  rates: 

1.  15  days  a  year  if  the  employee  serves  under  the  condition  that 
he  will  accept  appointment  anywhere  in  the  world  as  required  by 
the  needs  of  the  service,  is  appointed  to  a  United  States  Mission  to 
a  Public  International  Organization,  or  serves  at  a  post  for  which 
a  foreign  or  non-foreign  differential  of  20  percent  or  more  is 
authorized. 

2.  10  days  a  year  where  the  foreign  or  non-foreign  post  differential 
is  at  least  10  percent  but  less  than  20  percent. 

3.  5  days  a  year  at  other  posts  outside  the  United  States  not  in- 
cluded in  1  or  2. 

Home  leave  is  not  payable  in  a  lump-sum,  nor  may  it  be  granted 
as  terminal  leave.  A  refund  for  home  leave  may  be  required  when 
the  employee  fails  to  return  to  service  abroad. 

3.  Employees  who  are  eligible  for  a  maximum  leave  accrual  of  45 
days  are  not  charged  for  the  period  of  time  required  for  direct  travel 
from  their  post  of  duty  to  their  place  of  residence  or  for  return  to  the 
overseas  post.    Delays  en  route  may  be  charged  to  annual  leave.  The 
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grant  of  free  travel  time  shall  not  appy  to  more  than  one  period  of 
leave  in  a  prescribed  tour  of  duty  at  a  post  outside  the  United  States. 

CONDUCT 

Employees  who  serve  their  Government  overseas  must  realize  at  all 
times  that  they  are  representatives  of  the  United  States  and  that  their 
acts,  both  public  and  private,  are  watched  and  appraised  by  the 
citizens  of  their  host  country.  For  this  reason  every  overseas  employee 
should  conduct  himself  in  a  manner  which  will  contribute  toward  a 
favorable  impression  of  our  Government  and  its  citizens. 

Accepting  Gifts  or  Decorations 

No  employee  may,  without  the  consent  of  Congress,  ask  for,  or  receive 
for  himself  or  any  other  person,  any  present,  emolument,  pecuniary 
favor,  office,  decoration,  or  title  from  any  foreign  government.  (See 
Chapter  VII.) 

Political  Activities  Abroad 

Employees  of  the  Department  may  not  engage  in  any  form  of  politi- 
cal activity  in  a  foreign  country  to  which  assigned.  (See  Chapter 
VII.) 

Private  Activities  Abroad 

Except  as  authorized  by  the  head  of  his  primary  organization  unit,  an 
employee  may  not  directly  or  indirectly  transact,  be  interested  in,  or 
engage  in  any  private  business  or  other  activity  for  profit  in  a  foreign 
country  to  which  he  is  assigned.    (See  Chapter  VII.) 
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